EUDET Transnational Access:
some administrative aspects

The access is granted on the basis of your
proposals, which will be reviewed by our
selection board.

Who is eligible?

To be eligible to benefit from access to the EUDET
infrastructures, a user group must satisfy the following two
conditions:

> both the user group leader and the majority of the users
must come from Member States or Associated States;

> both the user group leader and the majority of the users
must come from a country other than the country(ies) where
the legal entity(ies) operating the infrastructure is(are)
established (i.e. people from German institutes are not
eligible to travel to DESY)

Concerning the moveable installations of TA2 these rules
apply with respect to the country in which the installation is
to be used.

User group: means a research team of one or more researchers
possibly from different institutions

Infrastructure: DESY test beam, BTELE, TPC, SI-TPC, SI-STRIP,
CALO
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How to apply for access

The final proposal should include the following topics:

v"Name and institute of the group leader
v'Introduction

v"Motivation/ description of the scientific background and
planned program

v'People and funds (incl. start and duration of the planned
experiments).

Examples of approved TA-proposals from 2008 you can find
on the EUDET WEB under

EUDET -> Activities -> TA (TA1, TA2) -> TA2-Projects

Shortly after submission of your proposal you will obtain
assigned number for your project and the application form
to be filled out.

The filled form should be signed by the group leader and
sent to Natalia P-K.



Stand 04-10.2007

Application for Reimbursement of Travel
Expenses

Please send to:
Natalia.Potylitsina-Kube @desy.de,
DESY Notkestr. 85,
D-22603 Hamburg
(or by Fax: +49 40 8998- 1812)

Destination: DESY/CERN
Project Duration: from: xx to: yy

EUDET-Project No.: TA-assigned number
(e.g BTELE-200x-yz or TPC-200x- yz)

(Dates from your proposal)

Project Leader

Name: John Smith | E-Mail: smith@ta.com
Institution/Company:  Austrian Academy of Sciences Home Inst. Type! RES
Department: High Energy Physics Street: abcd-street 18
Post Code 1234 Town Wien Country2 AT
Phone: 11111 Fax: 111112
Choose one ofthe fol oxing sptions: Gender (F orM) M | YearofBith 1975 | Nationalty? AT
[X1 I will be a member of the party and apply for

reimbursement New User (Y or N? N | Research Status* pPDOC Estimated costs € 1100
[ 1 will be a member of the party, but | do not apply

for reimbursement.
[ 1 will not be a member of the party 1. Scientific BackgrouncP PHY | 2. Scientific Backgrouncé 3. Scientific Backgroundé
Other Group Members
Name: Kate Template Gender (ForM) F | Yearof Bith 1975 | Nationaliy? GB
Institution address and type, if it differs from project New User (Y orNg Y | Research Statust PGR)| Esimated costs € 1200
leader: RAL, Harwell campus,
Didcot, UK 1. Scientific Background? ENG | 2. Scientiic Background® 3. Scientific Backgroundg
Name: Gender (F orM) Year of Bith Nationality?
|I gz:tution address and type, if it differs from project New User (Y orNp Research Status? Estiméied costs €

er:

1. Scientific BackgrouncP 2. Scientific Background® 3. Scientific Background®

Comment:

XXXX XXX XX XXX XX XX XXX XXX XXXXX

By filling in the present form you express your consent to fulfil the additional European Commission (EC) r
treatment of your personal data solely for the management of the EC contract. In particular, your data
clearing procedure for the travel expenses is processed as prescribed by law (Hamburg Travel Ex
(HmbRKG) "/German Federal Government travel expense act (BRKG)). You confirm with you

receive financial support for the applied travel expenses from other sources.

rting requirements and to the collection and the
be sent to the EC for reimbursement procedure. The
se Allotment Act: "Hamburgisches Reisekostengesetz
gnature that the above travellers do not have the possibility to

Date:

Signature of the project

xx.yy.2009

ader:

J.Smith

The estimation of costs could be calculated as
“Travel costs + ca 40/day”

The reimbursement will be made after the project on the basis

of original receipts

Please be aware that reimbursement of using rental or
private cars will be made only with pre-approval of their
using.



Obtaining EUDET TA Funding

Timely after your project please fill out the form
“Travel Expenses” and send it to me via mail to the
following address:

Natalia Potylitsina-Kube

DESY
Notkestir. 85 (Geb.01C /288, by FLA)
22607 Hamburg

This form exists only in paper form, therefore you will
obtain it either via mail or you can pick it up from me
or Ingrid.

Below you can see one example of the filled out and
signed form , Travel expenses claim® (you can find the
examples later also on the WEB)



r, green copy for project leader.

yellow copy for the travelle

DESY HAMBURG Travel Expenses Claim
Zeuthen for Third Party Funded Projects

Please fill in block letters!

Do not fill in grey fields!

Datum/Handz.

Project name: Eu(DE \ “ .\—V\&\_O\, -— ZOOy )‘)( Eingang bei der

‘ EU Pro;ect Reisekostenstelle
Purpose of visit: ,l.V\-c—FOA, ZOO X = X )‘ D o
R g Buchungsjahr 2 0 0
DESY - Notkestrasse 85 - D-22607 Hamburg

A ‘es D no Konto L_/_‘
Austcian Readem Y M4SN \
Name of applicant: - > 3 ostenstelle
et o Swit th ne
Address:

Name of institute:

abcd - sireet | A3

To be sent to the
responsible project

Tel.: AAAAA pe  AAKL D leader of DESY
email: DO\/\V\.%M;WCJC,) \‘V\".Dtsm

1. Trip details ““ W\ A)
Place of departure: \ w Destination: c E Q‘

Outward trip Date Time Nﬂrom fiome | Return trip Date Time

i S 4 e o e [ —
start: M K H J 1 J'from office end of business: | MM~ | 5 sl
scheduled time scheduled time L L AR L 1
of departure: of departure: 1| |

border crossing: r j border crossing: [
amval: [ XX | arrival: [ Uy :
start of business: >< é ; end: % Séf v ; D to office

2. Travel expenses (indica\e currency of expenses)

Car: Rail: Flight: P
private D yes D no  hire supplements/
rented Xyes [[Jno charges: icket: :] sleeper: ticket: B
name of the driver: Do WWwn ’DM L W km km| x =
names of additional *, 2w\ LO km km| x =
passengers: . km km| x =

3. Trips to and from station or airport

public transportation: S taxf) 1:‘ private car km

to 2.,3.,4.and 5.
4. Accomodation costs: % [CIno Originals are to be attached

5. Additional expenses’) *) details necessary (blue copy)

conference fee:

charges for visa:

others:
6. Tagegeld Tage a =
Tage a =
Tage a =
Ubernachtungsgeld Nachte a =
» Zuschuss zum Ubernachtungsgeld | =
7. Deductions D x Trennungstagegeld a =
cost-free meals: no ]___] yes Summe (Ziffer 2-6)

cost-free accomodation: no D yes addmonalidetals

[] Auszahlung

necessary (page =+ Abziige (Ziffer 7)
meals taken on site: [_| no % C ,\3 éﬂM“' o

subsidy from another party:

8. Payment Wortlich:

bank account no.:

account holder: Sachlich richtig und festgestellt/Datum: | Angewiesen:

name of bank:
IBAN:
BIC or SWIFT code:

Gesehen:
The above details are correct

~
to the best of my knowledge: (bo:“a ) % i a ) &-\-u C 0 ESY-Unterschrift:
(date and signature of ¥pplicant) -




Additional explanation to the
reimbursement of your project

ALL RECEIPTS ARE REQUIRED!

All reimbursable original receipts/invoices/records must
be attached to the travel expenses form (e.g. tickets for
public transportation, train tickets, air tickets/e-tickets incl.
boarding cards, etc.)

Costs which cannot be proven by receipts etc. are not
reimbursed by DESY

Transportation

»Using of private car/ rental car

Reimbursement will be made only upon pre-approval, with
giving good reasons to use a private car (e. g. to transport
equipment or the lack of alternative means of public
transportation).

In case of approval your transportation costs will be
reimbursed as € 0.30 per kilometer.

Without pre-approval: € 0.20 per kilometer, but only up
to a maximum limit of € 130.00

Rental car: petrol+ rental charges




TA journeys in connection with some other business at
the place of the TA/infrastructure

Please inform us per email if the dates which will be
indicated in some of your transportation receipts will not
coincide with the time given in the confirmation of the beam
time form for more then 5 working days

Daily & accommodation allowance

»Per diem rates
DESY: up to 24Euro CERN: up to 42Euro

»Accommodation
DESY: up to 8OEURO CERN: up to 110 euro

These accomodation rates will be counted without any additional
explanation

The last form we need is Confirmation of Trans-national
Access/ Beam time. You can download it from EUDET
WEB and send it to me per fax as soon as it is signed.

And now | wish you all TA-success!




