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Réseau européen de formation judiciaire
    
                             
          LANGUAGE TRAINING ON THE VOCABULARY OF JUDICIAL COOPERATION IN CRIMINAL/ CIVIL MATTERS
                                                             Seminars in 2014 
                                           TERMS AND CONDITIONS OF PARTICIPATION
Selection

1. Participation is reserved to judges and prosecutors from the EU Member States who are partners to EJTN. 

2. The number of places available is limited. Participation will be subject to a selection procedure made by the National Training Institutions who will offer the places to their own judiciary.
3. National Training Institutions will also base their selection on the following criteria:

· a good level of oral comprehension in the language chosen ( B2, Common European Framework)

· familiarity with judicial cooperation in civil matters 
4. The National Training Institutions will confirm their lists of selected participants with the EJTN by email to carmen.domuta@ejtn.eu  by 1.00 pm Brussels time on 20 December 2013. At the same time Institutions are also requested to provide a waiting list in the event of cancellations. 
5. The list of participants will include name, function, professional address, email and phone number. 
6. After receiving the list of participants, EJTN Secretariat will send seminar participants a Registration form and practical information about accommodation and meals (8 weeks before each seminar). Participants will be kindly requested to fill in the registration form and return it to EJTN Secretariat for the attention of Carmen Domuta
(carmen.domuta@ejtn.eu ).
Registration fee

7. There is no registration fee
Travel expenses, per diem and real costs 
8. Travel expenses for participants coming from outside the hosting country
Participants are responsible for organizing and paying for their own travel to the venue of the seminar. Reimbursement of such payment shall be according to the following provisions:

· Travel by plane: cost of an economy class ticket 
· Travel by rail: cost of first-class ticket on the most direct route for a round trip
· Travel by private car: cost of 0,22 EUR per kilometer for a round trip up to a maximum of 1.200 km calculated on the basis of the shortest route (itinerary mapping in support- Michelin/Google Internet Maps), using the following formula: Kilometer claim  kmx2 (in-out) x 0,22 €/km =  . 
Participants who choose to use their own car in the framework of the seminar remain fully liable for any accidents to their car or to third parties and should check whether or not their insurance covers them for this type of journey.
9. EJTN will cover the above transport costs up to 400 EUR per return journey.
10. In order to comply with European Commission funding Rules, in no case will travel costs be reimbursed without appropriate documentation being provided. No later than three weeks after the end of each seminar, participants in that seminar should  send to EJTN secretariat original travel documents (plane or train tickets, invoices, and boarding passes) .EJTN will reimburse  these up to the maxima set out above.
11. A per diem will be paid to participants coming from outside the hosting country and according to the hosting country’s rate. The per diem is considered to cover any and all of the participant’s expenses other than international travel, namely including accommodation, sundry expenses, meals and local transport (such as transport from the airport to the city Centre) within the place of the event. 
Calculation method of the per diem (Extract from Corporate financial policy for activities implemented by EJTN, points 6.2.1, 6.2.3 and 6.2.4): 

              For meetings starting before 12pm, 100 % of the per diem applied in the hosting country will be applicable to the day before the meeting, if the participant leaves his country of origin that day.

Full meeting days are paid at a 100% rate while the last day of the meeting is paid at a 50% rate.

However, a full per diem will be paid for the last day if the participant demonstrates that he cannot return either to his country of origin or to the one he is legally based in due to unavailable transport on the same day the meeting ends; in this case, an additional 25% of the applicable rate will be paid for the returning day.
12. EJTN will deduct the costs of any common services provided (local transport, group meals, coffee breaks, etc.) from the per diem. 
13. Participants residing in the country where the event takes place and as far as their expenses are not covered by their national institution will be entitled to the reimbursement of their travel (from their place of residence to the venue of the seminar) and daily expenses (local transport, accommodation and meals) due to the attendance of the meeting on the basis of their actual costs and upon presentation of duly substantiated receipts supplied by the participant or the invoice issued to the organizer. The reimbursement limits and procedure indicated above (points 8, 9, 10, 12) will apply. 
14. Participants residing in the city where the event takes place, and as far as they are not covered by their national institution, are entitled to be reimbursed their meals up to maximum 15 EUR/ lunch and 25 EUR/dinner and on the basis of receipts supplied. 
15. A nominative attestation is required from the participating institution showing that the expenses of participants residing in the country where the seminar takes place are not covered by the institution for the duration of the seminar. 
Participation 
16. An attendance list will be circulated each day of the seminar and participants are required to sign this to indicate their presence as a condition of payment of the per diem. 
17. The Hosting Institutions will be provided with a list of those booked to attend the seminar at its commencement and they will be responsible for the circulation of the attendance list for signature each day.  

18. A list of participants including each participant’s contact details will be made available to all participants unless EJTN receives written objection from the participant no later than one week prior to the beginning of the event.
19. Participants are invited to fill in an evaluation form at the end of each Seminar.

20. After completion of the reimbursement process, EJTN will issue a certificate of attendance. 
Organisation by the hosting country 
21. The hosting institution is kindly requested to provide the following services:

a) Promoter form :  information regarding  accommodation, meals and local transport ;

b) 4 conference rooms  for 14 participants + two experts each , each equipped with tables and chairs in U or V shape , PC and speakers, projector, screen, internet connection, white board and pens or flipcharts

c) one big conference room for opening and closing ceremonies equipped with  presidential table, flag support, name plates, drinking water, microphones, PC, projector, screen 
d) Badges and nameplates for participants and on site logistic assistance 

e) Printing essential training materials and a printer for last minute materials 
f) On site Technician
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