








6. Rail and road travel

Where the Professional travels to the meeting by rail the cost of a first class ticket can be claimed where the
train journey time exceeds 6 hours in ane direction, if less than this then only an economy class ticket can be
reimbursed. It is not possible for train tickets to be booked by EDCTP on the Professionals behalf.

Where travelling by car, then reimbursement is made at the rate of EUR0.19 per km with parking and toll
charges also claimable.

Should transit by road to travel to a reliable airport of departure and an overnight stay at a hotel be
required, then hotel costs will be covered by EDCTP as long as written approval has first been obtained by
the Events department and a maximum hotel allowance has been agreed upon prior fo the journey.

7. Hotel bookings

Usually EDCTP travel will pre-book hotel accommodation in the country where the meeting is to be held for
the Professional, however the Professional can choose to book their own accommodation if they so wish up to
the maximum allowable for the location concerned {see below). '

The nightly roem charge will be covered based on a flat rate of the maximum overnight allowance taken from
the Dutch Government rates. The payment made by EDCTP shall cover all hotel expenses including taxes and
no other incidental claims will be reimbursable. Please also note that the costs of lunch and dinner for each
day are covered by the daily per diem.

Where the Professional does not possess a credit card, then EDCTP can book and pay for overnight
accommodation {room only)} on his or her behalf by arrangement with the Events department. Where this
cost exceeds the overnight rate for the country concerned, the excess will be deducted from the per diems
payable and any surpluses are not refundable by EDCTP.

Check-out Times

The Professional is requested to observe the morning check out times of the hotel for the last official
business or necessary waiting day. Where the claimant checks out later than this time, they shall have to
cover the additional hotel charge from their own account except where the return flight takes off after 17.00,
then a day room may be booked and the cost reimbursed on return by filling in the box on the Professional
claim form

8. Business travel insurance

The business travel insurance is meant as an additional insurance to your primary health insurance.
Therefore all professionals traveling on EDCTP business are required to have a primary health insurance in
their home country. In case they do not have any primary health insurance any conseguences arising once
the Professional has returned to their home country will be for their own account and will be in ne way be
reimbursed by the business travel insurance policy or by EDCTP. In the event of medical requirements when
abroad on business, the claimant will be either treated in the local hospital {if facilities are available) or
repatriated to their home country or closest country with available facilities at the total discretion of the
travel insurance company. {General glossary on terms and conditions can be obtained from the Events
department.)
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9. Visas and vaccinations

Travel visas and vaccinations necessary to attend a meeting will be paid or reimbursed by EDCTP upon
presentation of receipts.

10. Taxis

A taxi will be reimbursed where public transportation is not available {for example due to industrial action or
weather conditions), when it is considered unsafe and/or in case of the following:

If flight arrives between 21:00-06:30, the cost of the taxi from the airport to the hotel may be claimed on
top of the normal per diem.

If flight departs between midnight-09:30, a taxi from home or hotel to the airport may be claimed on top of
the normal per diem.

In all other cases, taxi fares are covered by the per diem and will not be claimable.

11. Method of claiming reimbursement

Where the claimant has booked his or her own flight tickets, then reimbursement can be made either directly
to the travel agent, on production of a pro forma invoice, or straight to the claimant's bank account on
production of a scanned ariginal invoice. A bank details form can be obtained from the Events department.
This should be completed and returned in corder to effect the payments. It is also possible to be reimbursed
in cash if collection can be made personally from the EDCTP office. It is not possible to send cash or cheques
through the post or by courter.

Please note that overseas payments can take up to 5 working days to pass through the banking system.

Date of amendment: 29'" of August 2008

Signed
~ ) ::.- : ) ;;
Charl Mgone -« Simon Belcher
Execytive Director ; Director of Finance and Administration
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