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CONDITIONS OF REIMBURSEMENT

By law and the funding rules of the Youth in Action Programme we need to keep certain administrative procedures. We are asking for your support and cooperation in keeping these rules.

Please make sure that you read and understand the conditions and the procedure.
Conditions of reimbursement:

· Only if you participate in the whole program can you get the reimbursement.
· Save your original tickets and receipts, invoices and all related documents, because you can only get reimbursement for costs of which you can prove the amounts with original tickets and receipts. Only the amount written on the ticket will be reimbursed – that is, if you want your return ticket to be reimbursed, you have to give it to us. We cannot reimburse anything that you buy after the training.
ALL the following ORIGINAL documents will be needed:

· all your tickets and boarding passes

· invoices of buying your tickets as described below

· passport or ID

· Official document from the bank or travel agency stating the exchange rate from your currency to Euro and/or HUF of the day you buy your ticket and paying your visa (if these are on different days then we need one from both days). 

	What is an invoice?

This is a document, signed and stamped by the seller. 

It needs to be for the following address as buyer: 

Élményakadémia Közhasznú Egyesület

1082 Budapest

Leonardo Da Vinci str. 44/23.

For tickets it must contain:

·  your name, 
· the starting and finishing place of the journey
·  the date of the journey 
· the price of the ticket. 
Whatever official is your paper, if these data are not on it, you can not get it reimbursed!!! Use your name from your passport, no nicknames! 
E-tickets: 

An e-ticket is NOT an invoice! If necessary, call the airline/train company/etc., explain them the situation and ask them to give you a receipt/invoice with the data given above. If you buy tickets online, take care that you tick the box indicating that you want an invoice, and you fill in the address above where the invoice has to be sent by the airline company. 

Invoices of tickets that you buy in Hungary are called ÁFÁS SZÁMLA (this is how you ask for it) 




Reimbursement will be in HUF and it will by done by bank transfer. The exact procedure is described below. The exchange rate we will use is defined by the National Agency of the Youth in Action Programme. 

Reimbursement limits per country

In the EU grant we will receive a certain amount of money for this purpose, which we are not allowed to exceed. These amounts are based on the costs our partner organisations told us.

Amounts given are for return tickets between your place of living and Galyatető. 

We reimburse public transport tickets and taxi costs from Budapest or from cities where you change transportation only if they fit into your limit and you bring the invoices of them as well.

	Organization
	Number of participants
	Max. 100% travelcosts / organization

(€)
	Max. 100% travelcosts / participant

(€)

	Voluntary Labor Corps in Lodz
	5
	1200
	240

	Studio Zazitku – 

Outward Bound Slovakia
	5
	250
	50

	Outward Bound Romania
	5
	765
	153

	Élményakadémia Közhasznú Egyesület
	5
	100
	20

	Czech Youth Programme the Duke of Edinburgh's Award

	5
	300
	40


Reimbursement procedure:

1. The amount of the reimbursement will be calculated as follows: 

We take your travel costs between your hometown and Galyatető, only those costs of which you have the tickets and invoices. 
We will calculate your reimbursement with the €/HUF exchange rate at which we receive the funding from the national agency of the Youth in Action Programme (we will know the rate when the funding has arrived, which is 45 days after we sign the contract presently in process). We are not allowed to change this rate. 

In case your travel costs exceed the limits given in the table above, the maximum amount you can get is calculated from the 100% of your allowed limit. 
Based on the invoices you give us, we will exchange your costs into euros and from euros to HUF. In case you want that we exchange your currency directly to HUF, you need to bring an official document, signed and stamped original from the bank or the travel agency, showing the official exchange rate from your currency to HUF of the day when you bought your ticket.

2. You will check the calculation and sign a document stating that you checked and you accept the amount, the bank account number where it will be transferred and that you agree that the bank costs are covered from it and that you will send us back the original tickets, boarding passes and invoices within 1 week from your arrival home.

3. You will leave with us all the original documents that you don’t need for your journey home. During the training we will make copies of your documents, so that you can still use your ticket for the way home. 

4. You send us back all the original documents within 1 week from your arrival home.

5. As soon as we receive all original documents from your country and the money arrives from the National Agency, we send you your reimbursement by bank transfer. We will do 1 bank transfer/country, either to a sending organisation or to the account of one participant from that country. Bank cost is approx 10€ /transfer from our bank, you need to check yourself if it costs anything from your bank or not. Bank cost will be taken from the amount by the bank. We have no separate funds to cover them, so this bank cost is yours. For the bank transfers we need these data from each country: bank account number, IBAN number, account owner name, bank name and address, SWIFT/BIC code.
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