Dear Colleagues, 

We thank you for your interest and contributions during the 1st AGM of the ENETWILD project in Parma. We hope that it has been as interesting for you as it was for us.  One of the tasks we have yet to organise is the collection of all boarding card, as well as invoice and form of other expenses that we should reimburse. We send you some instructions that are a little more detailed than the previous ones, so that you can properly manage the necessary paperwork (we will upload this information in www.enetwild.com).
We have already received some documents from some of you, please check that they match all the requirements.
FLIGHT: IT IS MANDATORY FOR ALL PARTICIPANTS THAT BOARDING CARD WITH THE NAME OF THE PARTICIPANTS ARE KEPT AND DELIVERED TO THE CONGRESS ORGANISER. Electronic boarding card should be accepted, and can be sent by email. When tickets and boarding passes are not issued electronically, originals must be sent to the ENETWILD project.

BY TRAIN: We have some of them, but if you manage these tickets, we will need you send us ticket and invoice.  When tickets are not issued electronically, originals must be sent to the ENETWILD project. If you also need to request other reimbursements, it is best to include train tickets with this information so that all documentation is linked together.
BY CAR: You will receive approximately 0.19€ per km (the cost of tolls and fuel are included in this item). Indicate departure city and city of return. Toll documents (if available) must be provided to prove that the journey has been made. If you also include bills for refuelling at or near Parma (or Airport), financial manager might find it useful, to demonstrate that trip was performed. Originals invoice must be sent to the ENETWILD project.

All expenses that have not been directly managed by the project must follow the instructions given in OTHER EXPENSES.
OTHER EXPENSES: 
We indicate some rules that you will have to follow for reimbursement:
1. Please indicate the quantity you request and separate details of costs
2. If possible, scan the invoices before sending us the originals 
3. Fill the annexed form (should be signed in two different boxes) with your bank details to receive the money transfer.   
If you are resident in Spain then use; Residentes personas físicas.doc.

If you are not resident in Spain then use: Finacial_Identification_of_non resident_Individuals.doc
4. If you want taxes of these expenses not to be retained by UCLM (and therefore not reimbursed to you, this is 19%), you will have to send us also a document certifying that you are paying taxes in your country (following double taxation agreements). These agreements often exist between countries of the European Union and other neighbouring countries. If you have any doubts, don't hesitate to ask us.
In this link you can check it. http://www.minhafp.gob.es/es-ES/Normativa%20y%20doctrina/Normativa/CDI/Paginas/CDI_Alfa.aspx
5. Regarding to the certificate indicating that you are paying taxes in your country, each country will probably have a different format. The form indicates a “Certificate of Tax Residence”, issued by the Inland Revenue. We recommend that you send us the scanned certificate and we will check if it is accepted by the financial management office from UCLM.
6.  Request that the fiscal data of the company issuing the receipt appear on the invoice. If you include the name and VAT of the UCLM:  UCLM,  VAT Nº: ESQ1368009E  will be useful to avoid UCLM taxes retentions. 
We include to forms:

Financial Identification of Non-Resident Individuals
Financial Identification of Resident Individuals
