BUDGET FOR PhD RESEARCH ACTIVITIES

All PhD students in the current cycles have an annual budget of 1.625,00 euros (10% research fee) allocated
for research activities.

The budget may be used for requirements congruent with the aims of the PhD course in compliance with the
regulations in force concerning doctorates, as well as the public accounting rules and the University
regulations.

Examples of eligible expenses are:
e registration to congresses and conferences on site and online
e missions in Italy and abroad
e |aboratory consumables

The expenditure proposal must be endorsed by the PhD student's Tutor and approved by the Coordinator of
the PhD student.

It is only possible to access the annual budget following the completion of the PhD student's enrolment and
however, not before the beginning of the academic year. It is permitted to cumulate the annual budget for a
total use during the three years.

1. Mobility of PhD students

In order to carry out this activity (mobility of PhD students), only for participation in congresses, conferences,
schools, both in Italy and abroad, it is necessary to obtain prior authorisation by the Tutor and the PhD
Coordinator, using the form "authorisation for the mission".

Subjects authorised to carry out a mission lasting more than 24 hours are entitled to request an advance
equal to 75% of travel, accommodation and conference registration expenses.

The advance is only granted for missions that end within the calendar year.

The request for an advance must reach the DBCF administrative secretariat (dottorati.dbcf@unisi.it) at least
30 days before the planned start of the mission, using the special form "request mission advance" form.

The request for reimbursement of mission expenses must be submitted within the month following the end
of the mission, using the special form "mission advance request".

Submission of the request for reimbursement of mission expenses, complete with the necessary
documentation, must take place by the end of the month following the conclusion of the mission, using
the appropriate form “mission settlement”.

Food and accommodation

Food: reimbursement is possible on the basis of tax documentation complete with the name of the caterer,
the sum paid and the reason for payment. Receipts from establishments which do not show in the header
the function of food service provider.

Receipts of invoices issued cumulatively cannot be eligible for reimbursement.

Accommodation: Reimbursement is made on presentation of an invoice or receipt of payment made out in
the name of the PhD student or regular contract, accompanied by payment receipts. The fiscal document
must contain the progressive number, the name of the service provider, VAT number or tax code, the amount,
the number of overnight stays, the name of the guest, the number of guests and any meals.

Contracts that have not been duly registered with the tax office in the relevant country are not reimbursable,
receipts issued by non-tax establishments and sublets.

Reimbursement of expenses for accommodation in a residence or flat or other similar accommodation is
allowed if it is economically more convenient than the average cost of hotels in the same location.

When booking accommodation online with payment by credit card if it is not possible to receive an invoice
and/or tax receipt, reimbursement is possible upon presentation of the booking confirmation printout,
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showing all the elements required to make the reimbursement (user of the service, dates of stay, services
used, price) accompanied by the document charging the credit card and, if possible, the receipt issued by the
establishment certifying check-in and check-out.

Travel expenses
The right to reimbursement of mission expenses is acquired when the mission lasts at least 4 hours in

locations more than 10 km from the place of employment.

Reimbursement is due for travel expenses from Siena, location of the PhD course, to the city of destination
and to reach the place of activity. Departures from different locations may be admitted subject to a
declaration made in accordance with DPR 445/2000 certifying the cost-effectiveness for the University.

Reimbursement of mission expenses, transport, food or accommodation, is not due for journeys made to the
place of habitual residence, even if they are more than 10 km away from the normal place of employment.

Air transport
Only expenses relating to the use of economy class are eligible. Documentation must be produced certifying
the expense incurred:

e original ticket showing the price incurred or

e e-ticket showing the price incurred or

e original receipt from the travel agency certifying the expenditure.

The documentation must be accompanied by the boarding coupons in original or resulting from electronic
registration (web check-in) accompanied with the payment made. In the case of a flight with a boarding pass
issued via mobile check-in and/or unable to print and therefore in the absence of paper support, the student
must produce a declaration in accordance with DPR 445/2000 specifying the date of the flight, route, carrier
and method of access to the aircraft.

The costs of transporting checked baggage are eligible if they are not included in the cost of the cost of the
ticket or for reasons to be documented or justified with a declaration drawn up in accordance with DPR
445/2000.

Bus, ship and train
Expenses are reimbursable only in 2nd class or economy class and, for journeys exceeding seven hours, in a
double WL or double inside cabin. This does not apply to expenses incurred in higher categories where there
is a documented economic advantage for the University. Documentation must be produced to prove the
expenditure incurred:

e original ticket showing the price incurred

e electronic ticket showing the price incurred

e original receipt from the travel agency certifying the expense.

Expenses for bus, shuttle, shuttle from the point of arrival (station, airport, etc.) to the venue and back are
reimbursable.

In case of need to travel within the city in order to reach the activity venue, urban public transport costs, in
relation to the period of stay, are reimbursable.

Bus, ship and train

Only expenses related to transport in in 2nd class or economy class. Expenditure for bus, shuttle, shuttle from
the point of arrival (station, airport, etc.) to the venue of the activity and back is reimbursable.

In the event of the need to travel within the city, in order to reach the venue of the activity, the costs of urban
public transport are reimbursable, in proportion to the period of stay.

Original supporting documents must be produced for reimbursement, failing which the Administration will
not proceed with any reimbursement.



The possible use of taxi’s is to be understood as an extraordinary means of transport in the sense that
adequate justification must be provided for their use as an alternative to public transport, to be reported on
the settlement form, and is allowed in urban areas for round-trip journeys to airports, stations, ports. The use
of other means of transport can only be reimbursed if one of the following conditions is met:

e the place of business is not connected by ordinary means of transport

e thereis a duly documented, or at least a circumstantiated need to reach the place of activity
quickly

e delicate and/or bulky materials and/or instruments essential for the activity must be transported

Such use must in any case be authorised by the PhD Coordinator.
The PhD student is entitled to the equivalent of the cost of tickets of the ordinary means of transport most
economically convenient in the time slot in which the mission is to be carried out.

Other reimbursable expenses

(a) Enrolments

Reimbursable expenses are all documented expenses incurred for registration for conferences and training
courses, including those held online, including any membership fees to the organising body. If the registration
fee is including food and/or accommodation, details of the services and the corresponding expenditure must
be set out in the corresponding expenditure in the document submitted for reimbursement. In the absence
of such details, it is the applicant's responsibility to obtain a supplementary declaration from the organisation
itself or from the organising secretariat.

b) Consular Visas

Reimbursement of the full amount of the consular visa fee and of the intermediary fee shall be allowed.

c¢) Vaccinations

Reimbursement is allowed for any expenses for vaccinations that are mandatory for the country of
destination and carried out at the National Health Service.

d) Health care

Healthcare for Italian citizens abroad for work activities is ensured by the Ministry of Health by DPR 618/1980
through specific agreements. Insurance policies are not eligible for reimbursement for non-mandatory health
care.

e) Incidental expenses

Reimbursement is allowed for expenses for handouts, posters, brochures and printed material for
communications at conventions, conferences, etc. incurred during the course of the mission.

The submission of the request for reimbursement of mission expenses, complete with the necessary
documentation, must take place by the end of the month following the conclusion of the mission.

Common recommendations and requirements

The reimbursement of documented expenses does not provide for any form of taxation on the contribution
paid to the PhD student, it does, however, include the obligation for the institution to acquire valid tax
documentation proving the payment by the beneficiary. Exceptions are provided for in certain areas where it
is materially impossible to acquire valid invoices or tax receipts (e.g. air transport, bus, train, etc.) and for
which please refer to the relevant paragraph, please refer to the relevant section of this document.

Exceptions are made in certain areas where it is materially impossible to acquire valid invoices or tax receipts
(e.g. air transport, bus, train, etc.), for which please refer to the relevant section.

In the event that the documentation is missing certain elements, such as the amount paid, the date, and in
the event that a receipt cannot be obtained or if it is lost, a supplementary explanatory declaration signed by
the interested party and drafted pursuant to DPR 445/2000 may be submitted.



The declaration is admissible for reimbursement purposes provided that the direct correlation between the
documents submitted and the mission carried out.

Through the instrument of self-certification, the person assumes responsibility for the expense as well as
of the fiscal validity of the document that he/she is unable to produce.

The declaration pursuant to DPR 445/2000 must also be produced if the tax documentation is drawn up in
languages other than English, French, German and Spanish.

Tax documentation is strictly personal: payments made by third parties are not reimbursable.

In the case of payments made in currencies other than the euro, the exchange is carried out directly by the
accounting programme and no other documentation produced is accepted.

2. On-site activities

The "10%" budget can be used not only for mobility, but also for all other expenses that are indispensable,
necessary and specific for research.

Expenditure that is indispensable for research is eligible for funding: subscriptions to conferences and
conventions, laboratory consumables. The printing of the poster for the PhD student day is not eligible.

The following are not eligible for funding: costs for the purchase of general texts; stationery; internet
connection costs; expenses for participation in competitions, research awards; expenses for enrolment in
language courses organised by outside the University; enrolment expenses for courses preparatory to the
PhD course, fees and contributions to private and/or public universities.

General rules:

Only expenses paid directly to the PhD student may be reimbursed; payments to third parties are excluded.
For online payments, a copy of the bank statement of the card with which the payment was made must be
attached.

All the necessary forms are available at the following link: https://www.dbcf.unisi.it/it/didattica/post-
laurea/dottorati-di-ricerca

Sample scheme of reimbursements for doctoral student mobility

(A) REIMBURSABLE (B) REIMBURSABLE ON (C) NON-REIMBURSABLE
REASONED
JUSTIFICATION

LUGGAGE TRANSPORT COSTS? STAMP DUTY FEES

CITY TAXI? NON MANDATORY INSURANCES

HANDOUTS, BROCHURES AND TICKETS OF

PRINTS? ESTABLISHMENTS AUTHORISED TO
SALE OF GOODS OTHER THAN
FOODSTUFFS

1Refundable if the ticket covers the carriage of hand luggage only or for other reasons documentable.

2For the use of means other than those provided for in column "A", the justification must be based on the existence of one of the
following conditions: (a) the place of activity is not connected by ordinary scheduled means; (b) there is an appropriately documented
or, at the very least, stated in circumstantiated form, to reach the place of activity; c) there is a need to transport materials delicate
and/or bulky materials and/or instruments indispensable for the activity.

30nly for the purpose of communications at conventions conferences, etc.



TRAIN TICKETS

INTERNET CONNECTION
PAYMENTS,
BAR, TELEPHONE EXPENSES

BUS-SHUTTLE*

ALL EXPENSES NOT
RELATED TO THE ACTIVITY

METROS/URBAN LINES

FEES/CONTRIBUTIONSOF
ENROLMENTS IN UNIVERSITIES
PUBLIC/PRIVATE

OVERNIGHT STAY IN A HOTEL

SMALL INSTRUMENTS

DAILY MEALS. LUNCH AND
DINNER®

COMPULSORY INSURANCES

VISA FOR FOREIGN TRAVEL

EXPENSES FOR COMPULSORY
VACCINATIONS

REGISTRATIONS TO
CONFERENCES/MEETINGS

CONSUMABLES FOR
LABORATORY
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Refundable if the ticket covers the carriage of hand luggage only or for other reasons documentable.

Food and accommodation expenses as per University Regolamento per le missioni.




