ANNEX VIII - REIMBURSEMENT OF TRAVEL, SUBSISTENCE AND ACCOMMODATION EXPENSES

The below provisions may be affected by changes in the working procedures of the European Parliament as regards measures related to electronic administration, hence they may be subject to change anytime during contract implementation. Modifications shall be performed through contract amendment following written notification by the European Parliament. 
Travel, accommodation and subsistence expenses to and at the normal location of delivery (The Hague), are included in the hourly rates of the price list and will not be reimbursed. 
Only travel, accommodation and subsistence expenses conducted following a request in writing from the EP/EC for locations other than the normal location of delivery (The Hague) will be reimbursed. 
When a business trip to a location other than the normal location of delivery is requested, the duration of the business trip will be calculated as follows: 
The length of the business trip shall be the time from the departure of whatever means of transport is used to its return to the normal place of work. Journeys shall be arranged so as to minimize the length of business trip, depending on the means of transport used and working hours and in the light of optimum cost effectiveness. 
The return journey must be made using the first possible means of transport available after the completion of work. 
The length of the business trip shall be automatically extended by: 
· 30 minutes before departure time and after arrival time for journeys by train; 
· two hours before take-off time and after landing time for journeys by air. 
No additional time shall be added to the business trip’s length if a private car is used. 
Travel expenses shall only be reimbursed under the following conditions: 
Only journeys exceeding 50 km as calculated via Google Maps (single trip) will be reimbursed, where appropriate and on the basis of the shortest itinerary and on production of original supporting documents, including receipts and used tickets. 
The reimbursement of travel expenses will be handled as follows: 
a) if the journey exceeds 400 km as calculated via Google Maps (single trip) or the destination is separated by sea, travel by air shall be reimbursed up to a maximum cost of economy class ticket at the time of the reservation; 
b) travel by boat or rail shall be reimbursed up to a maximum cost of a first class ticket;
c) travel by car shall be reimbursed at the rate of one first class train ticket for the same journey on the same day.
The daily subsistence allowance (DSA) shall be paid on a flat-rate basis. It shall cover breakfast, two main meals and all other incidental expenses, including local transport. It shall be calculated on the basis of the length of the travel; up to 12 hours: 0.7 DSA; more than 12 hours but not more than 24 hours: 1 DSA; then each successive 12-hour period: 0.5 DSA. 
Accommodation and subsistence expenses shall be reimbursed up to the applicable limits of the allowances for EP staff when travelling. The European Parliament will timely communicate to the Contractor the limits applicable at the time of entry into force of this contract. In case the EP staff allowances are updated, the European Parliament will timely communicate to the Contractor the new applicable limits.
Payments related to reimbursable expenses will be subject to the submission of all original receipts and invoices related to the expenses incurred.
Receipts and invoices shall imperatively be sent to the EP/EC no later than 2 calendar months after the end date of the corresponding expense. They will be sent as part of the regular monthly invoicing. Receipts and invoices sent after this compulsory deadline may be rejected as expired.

