LOGISTICS:
-         Date and Venue: 5-6 December 2013 – at the National Institute of Justice, Sofia - Bulgaria
-         Accommodation: Please find in the attached “promoter form”  all details for contact and information on the suggested hotels. In case of booking at the Arena Serdica Hotel, please refer to the reservation form here attached.  While booking, please mention the title of the seminar. 
-         Meals: the lunch on December 5th 2013 will be organised and its cost will be around 22 €, amount which will be deducted by the daily allowance of each participant/expert. This sum includes also the cost of the coffee breaks. With reference to the dinner on December 5th, participants/experts may choose to have dinner in a restaurant in the centre city, which will be suggested by the hosting country. More information will be given during the meeting. The lunch on December 6th is not organised.
-        Transportation form the airport: see attached file
-    Working languages: English and French, with simultaneous interpretation.  
REIMBURSEMENT PROCEDURE:
Each participant and expert will be reimbursed for the expenses supported, namely:
-          The reimbursement of the transportation costs, up to a maximum of 400€.
-          A daily allowance of 170€  in order to cover participants’ and experts’ expenses for accommodation, internal transport (bus, taxi, metro etc) and meals.
For the participants residing in the country where the meeting is to take place (Bulgaria): EJTN will secure the full reimbursement of travel and daily expenses (up to the aggregated value of the applicable per diem) incurred in connection with the activity, on the basis of their actual costs and upon presentation of dully substantiated receipts, invoices and/or other documentary proof of the expenses incurred.
As for the reimbursement of the travel by private car, the following financial rules will apply: cost of 0,22 EUR per kilometre 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: Kilometre claim km x 2 (in-out) x 0,22 € / km =      Participants/experts who choose to use their own car remain fully liable for any accidents to their car or third parties.
Procedure to be followed:
1) Before November 15th 2013, each participant/expert will be kindly requested to fill-in the attached “registration form” including all the requested data and send it back to benedetta.vermiglio@ejtn.eu.
2) After the seminar, each participant/expert will be kindly requested to send to EJTN the following  original travel documents:
a)      booking
b)      tickets
c)      the boarding passes
 
These documents shall be sent – in original – by post to : Ms. Benedetta Vermiglio, EJTN, Rue du Luxembourg 16/B, B-1000 Brussels.
For the travel by private car, it shall be requested to send, by email, the itinerary mapping in support – Michelin/Google Internet Maps.
     The reimbursement will include the payment of the transportation costs (as specified) and the daily allowance.
