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Reimbursement of your travel expenses

— Conditions

Our visitors program is partly supported by the European Union through the structural funds projects.
Unfortunately, the strict regulations of this scheme place limits to our ability to reimburse your travel
expenses, in particular:

e we can reimburse only travel expenses which directly related to the purpose of your scientific visit,
including the cost of local transportation between your accommodation and KBFI

e we can reimburse travel expenses which are related exclusively to your person

e travel tickets can be reimbursed only if

— the scheduled arrival to Estonia is at the earliest on the day preceding the established beginning
of the visit

— the scheduled departure from Estonia is at the latest on the second day following the end of
the visit

e reimbursement of expenses can be claimed only on the basis of corresponding receipts and proofs
of payment. For instance:

— local transportation costs will be reimbursed if the relative receipts or tickets will be included
in the reimbursement request

— accommodation expenses will be reimbursed only if the reimbursement request is supported
by the corresponding booking (the invoice) and proof of payment (the receipt or extract of
the credit card balance) and only for the established duration of the visit, extended at most
to the preceding and following nights.

— international transportation costs will be reimbursed if the ticket reservation (the invoice),
boarding passes of all connecting flights or sea voyage and a proof of payment (the receipt
or extract of the credit card balance) are presented in your reimbursement request.

Because expenses are eligible for reimbursement only if exclusively related to your person and the
scientific purpose of your visit, we remark that we will not be able to reimburse expenses sustained in
concomitance with a third person, for instance the cost of a shared accommodation or shared boat cabin.
In particular, should you be travelling with an accompanying person, please make sure to have separate
tickets and receipts because we cannot accept as proofs of expenses documents that contain the name of
persons other than the visitor.

— Required documents and information

In order to claim your expenses we need the relevant receipts, tickets and proofs of payment or a copy
of such documents. In order to pay out the reimbursement we also need your bank coordinates, compre-
hensive of:



your full name

your bank name

e your account number comprehensive of IBAN/SWIFT code

the address of the central office of your bank.

Other useful information

Taxi companies:
e Tulika Takso: +372 612 0000

e Tallink Takso: +372 640 8921

There is an organized taxi queue at the airport, the taxi driver MUST give a PRINTED receipt.

Hotels nearby at Akadeemia tee

e Academic Hostel

Hotels in downtown

e Go Shnelli

e Three Crowns Residence
e Park Inn Hotel

e St. Olav Hotel

e Original Sokos Hotel Viru
e Hotel Bern

e Hotel St. Barbara


https://www.academichostel.com/en/tut-exchange-students/akadeemia-tee-11/
http://www.gohotels.ee/en
http://www.booking.com/hotel/ee/three-crowns-residents.en-us.html?aid=388429;sid=0302852a1bb49b769ecf7df5794d34b9;
http://www.booking.com/hotel/ee/hotelcentral-tallinn.en-gb.html?sid=0c8a59059b730d5befb724e983cf9e18;
http://www.booking.com/hotel/ee/st-olav.en-us.html?aid=388429;sid=1bcd7e7fedfdcc4f00c91f63fccd2c87;dcid=1;dist=0;type=total&
http://www.booking.com/hotel/ee/sokos-viru.en-gb.html?aid=388429;sid=1bcd7e7fedfdcc4f00c91f63fccd2c87;dcid=1;dist=0;type=total&
http://www.booking.com/hotel/ee/bern.en-gb.html?aid=388429;sid=465eeca5f357bc26662717bd5b56e234;dcid=1;origin=disamb;srhash=998653783;srpos=1
http://www.booking.com/hotel/ee/st-barbara.en-gb.html?aid=388429;sid=1bcd7e7fedfdcc4f00c91f63fccd2c87;dcid=1;dist=0;type=total&

