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Guidelines for Travel and Accommodation
Support for Users

Version1.1 - In force as of 1 June 2025
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1. Purpose

To facilitate the access to and use of the ELI ERIC Facilities, ELI ERIC has established this scheme to
support the travel and accommodation of early-career users and users from ELI ERIC Member and
Observer countries taking part in experiments granted beamtime to the ELI ERIC Facilities within the
framework of ELI ERIC’s User Programme (Open Excellence-Based Access).

This document provides information on the terms and conditions of this support scheme. It covers
eligibility conditions, required documentation, travelarrangements, and the reimbursement process.

2. Eligibility Conditions

Users who fulfil the following conditions are eligible to apply for financial support to their travel and
accommodation costs:

e Eligible users must be affiliated with aresearch organisationestablished inan ELI ERIC Member
or Observercountry at the time of the scheduled experiment.
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e Eligible users must be activelyinvolved in the on-site performance of an experiment approved
and granted access to one of the ELI ERIC Facilitieswithinthe framework of an open excellence-
based accesscall.

A maximum of four users may be supported per experiment, including a maximum of two students
(MSc student or Ph.D. student) and a maximum of two users with a higherseniority level.

If the experiment is divided into several experimental campaigns, the same users may be supported
for the entire duration of the experiment.

3. Eligible costs

3.1 Travel expenses

The following means of transportation are eligible for reimbursement:
e Airplane —Economy class.
e Train/Bus/Ship—Economy class.

e Personal vehicle—Eligibleonlyif bothsupported users are traveling together. ELI ERIC provides
a compensation of 0.32 EUR per km for actual travel costs. (ELI ERIC assumes no liability for
vehicle damage.)

e Transferto and fromthe airport.

e Publictransportto and from the ELI Facilities.

3.2 Accommodation

ELI ERIC will reimburse accommodation costs under the following conditions:

e Supportisprovided onlyforthe duration of the experiment as perthe experimental schedule
communicated by the ELI ERIC User Office to the userteam.

e Users may request an extension of coverage for:
o Arrivingone day before the experiment start date.

o Departingone day afterthe experimentend date if required due to travel constraints.

e The maximum reimbursable accommodation cost is 100 EUR per night per person including
tax.

e Private expenses(e.g., minibar, additional services) are not eligible for reimbursement.

4. Limitations
The following costs are NOT covered:

¢ Dailyallowances (perdiem) or meal reimbursements.
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5. Approval and Booking
Travel and accommodation supportis subjectto priorapproval by ELI ERIC User Office.

Users must submit a travel request form detailing their travel requirements and accommodation
preferencestothe ELI ERIC User Office.

Users must receive approval from the facility administrator before booking any travel or
accommodation. Afterapproval fromthe ELI ERIC User Office, supported users may proceed with the
booking of theirtravel and accommodation.

6. Booking Cancellations
6.1 Cancellations initiated by Users

Users must immediately notify the ELI ERIC User Office if they need to cancel or modify their travel
arrangements. If the cancellation is not due to a decision by ELI ERIC, ELI ERIC cannot guarantee
alternative beamtime slots, and no refund will be given for incurred costs if users self-booked their
travel.

6.2 Cancellations initiated by ELI ERIC
If ELI ERIC cancelsthe experiment, every effort willbe made torescheduleit.

If the user’s travel was self-booked, ELI ERIC may offer partial or full reimbursementfor non-refundable
travel costs alreadyincurred.

If reschedulingis possible, ELI ERIC may cover rebooking costs for flights or train tickets.

7. Reimbursement

Users must retain and submit all receipts and documentation related to travel and accommodation
expenses.

Original ordigital copies of all boarding passes, tickets,and receipts must be submitted to the ELI ERIC
User Office forreimbursement within 30 days of the experiment’s conclusion.
To be accepted, receipts mustinclude:

e Name of the invoicing company

e Date of expense

e Actualamountincurred

e Itemiseddescription

e Proof of payment

Reimbursementswill be processed in EUR. If expenseswereincurredin foreign currency, the exchange
rate of the Czech or Hungarian National Central Bank on the date of expenditure will be applied.

Users are responsible for any bank charges incurred on theiraccount for reimbursementtransfers.
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8. Exceptions

The ELI ERIC User Office reserves the right to consider making exceptions to this policy underspecial
circumstances, including health or disability-related travelneeds.

Users requiring special travel arrangements due to health or disability must provide documentation
from a medical practitioner.

Any exception to this policy must be approvedin writing by the ELI ERIC User Office.

9. Compliance

Any misuse or abuse of travel support may resultinthe suspension ortermination of future support.

10. User Duties

ELI ERIC recognizes the importance of supporting youngresearchers and users from ELI ERIC Member
and Observer countries, ensuring their participation in scientificexperiments at the ELI ERIC facilities.
Users are reminded of their obligations to publish in open-access journals the results of their
experiments at the ELI Facilitiesand of their obligation to acknowledge ELI ERIC’s support in their
publications as perELI’s Terms and Conditions for Access.

11. Entry into Force

This support scheme issubject to periodicreviewand may be updated as necessary to reflect changes
in ELI ERIC operations or external regulations.

Users are encouraged to contact the ELI ERIC User Office forany inquiries or clarifications.



