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Travel and Expense Policy and Procedures:

1. GENERAL TRAVEL ARRANGEMENTS 
1.1. Meeting participants are required to be present for the entire period of meeting and travel is to be scheduled accordingly. 
1.2. Any exceptions to all mentioned rules listed in this Travel and Expense Policy should be discussed and approved in advance by ELF or they will not be reimbursed. 
2. AIR TRAVEL 
2.1. ELF requires that participants book their flight tickets via BTA (ELF official travel partner) to attend the above-mentioned events, within two weeks of the date of the invitation. Alternatively the ELF office may work with BTA on your behalf. 
BTA First Travel AG : Telephone: +41 (0) 21 644 22 99; Email: ERS@btafirst.com 
2.2. If BTA is not used, ELF must be notified within two weeks of the date of the invitation. 
2.3. ELF covers only the cost of economy class flights from the hometown to the meeting destination  and return (first class considered for international travel). For other itineraries, ELF will cover the cost up to the equivalent of the price quoted by BTA for the return flight from the hometown to the meeting destination. 
Any cost supplement (flexible ticket, business class, etc) will NOT be covered by ELF. 
2.5. In exceptional circumstances (e.g. serious illness, force majeure, etc), once the flight ticket has been issued, any additional costs (flight rebooking, etc) will be covered by ELF. Should it be necessary to change or cancel a flight for any reason, ELF must be contacted beforehand. 
3. RAIL TRAVEL 
3.1. If participants wish to travel by train to attend the events, they are requested to book the ticket themselves. Reimbursement will be processed on a basis of the cost of a first class return train ticket from the hometown to the event destination. 
4. VEHICLE AND TAXI TRANSPORTATION 
4.1. Personal vehicle transportation to the nearest train station or airport will be reimbursed on a basis  of € 0.45 per kilometre (to a maximum of 120 km each way). 
4.2. If personal vehicle transportation to event destination is preferred, ELF will not necessarily refund per kilometre. Reimbursement will be processed up to the equivalent of the price of a first class return train ticket from the hometown to the event destination. 
4.3. Parking fees will be reimbursed up to a maximum of € 80. 
4.4. Taxi or private hire transport fares will be reimbursed to the nearest train station or airport with a maximum of € 80 each way. 

5. HOTEL ACCOMODATION AND MEALS 
5.1. Hotel accommodation and daily breakfast in a designated hotel or restaurant will be booked and paid by ELF. 
5.2. Only when it is impossible to arrive in time for the meeting or to return home the same day, or due to health needs, ELF will cover an extra night. 
5.3. Unless the participant is notified that meals are provided by ELF, the expenses for meals cannot exceed €50 per day. Any missed organised meal will not be reimbursed.
6. OTHER EXPENSES 
6.1. ELF will refund internet access costs for the duration of the time the participant is at the meeting. 
6.2. NOT covered by ELF: 
• Lounge access expenses (airports, train stations, etc). 
• Incidental expenses such as mini-bar, other bar bills, room service, room service breakfast, laundry and personal phone calls. 
6.3. Any other expenses not mentioned should be discussed in advance with ELF. 
7. TRAVEL EXPENSE REPORT 
7.1. Claims can be submitted in the following ways: 
a) Online through myERS portal homepage (advised) 
A few days after the event, participants will receive an email informing them that the online reimbursement tool is available. If participants encounter any issues with the online tool, they are requested to contact their ELF event organiser to find an alternative. 
All original receipts must be scanned and uploaded. 
b) By regular mail: only when other above-mentioned options is not available. 
7.2. Reimbursement will only be actioned when receipts are supplied. For fiscal reasons, submission of credit card slips without valid receipts will NOT be recognised. 
7.3. In general, claims must be submitted within three months following the meeting. In specific cases, and upon request only, an exceptional delay of three months may be considered. Reimbursement requests submitted later than six months following the meeting will not be considered. 
7.4. The approval of the Treasurer might have to be foreseen for unusually large claims. If an unusually large expense is anticipated, please contact ELF to discuss it. 
7.5. All original receipts and bills must be kept for 12 months after the event as they may be claimed for audit purposes.
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