Information for YIPs attending a sectoral meeting
adapted from the YIP Programme Guide
YIP sectoral meetings were established to support collaboration and exchange between programme members and are funded by the EMBO Young Investigator Programme. Individual programme members volunteer to organize these meetings. All programme members (current and past) can join any of these groups anytime. The current groupings are listed in the regular YIP newsletters. 

The format of each meeting is decided by organizers and participants, with the aim to foster discussions and exchange of ideas and data. The YIP office also reserves the right to limit the number of participants to keep costs at a reasonable level and to ensure the high quality of the meetings. Lab members may attend, but EMBO will only cover minimal costs (and no additional travel support). 

If you have questions and/or suggestions regarding individual meetings, please contact the organizers directly.
Sectoral meeting travel costs

	Max amount:
	Up to 300 euro per YIP | no additional funding for lab members

	Please use
	Travel Expense Claim form (attached)

	Also refer to:
	Travel Guidelines (below)


Travel Guidelines 
For eligible travel costs, please adhere to the following guidelines: 

· When taking the train, EMBO will refund 2nd class tickets. 

· For air travel we will only refund an economy fare (APEX tickets). We will not refund business class tickets.
· If you travel by car, EMBO will reimburse the equivalent of a 2nd class rail ticket. Please provide a written estimate. 
· This estimate can be issued by a travel agency or the rail company or be a printout of the cost estimate from the rail web site. 
· For local transport, public transport should be used where possible. Expensive airport transfers or expensive taxi fares may be queried. 
· Travel costs for attending sectoral meetings are reimbursed up to a limit of 300 euro for YIPs and IGs (no additional support for lab members). Original receipts are required for all expenses.

· Should you have any questions, please contact us prior to making any final arrangements (email: YIP@embo.org, Tel: +49-6221 891 110/112). 
· Reimbursement claims must be received by EMBO within the same calendar year (i.e. by Dec 31st) or, for networking interactions that occur in December, within 1 month. Our budget runs on a calendar year basis, and claims for travel from the previous year cannot be paid once we close the budget at the end of January. 
· Attach original tickets or receipts for each expense listed on the claim form, and mail the completed form and receipts to the address on the form. 

· If all receipts were originally electronic, then you can also print and sign the completed form, and send this by fax (+49 6221 889 1209) or scanned in as an email attachment along with the electronic receipt(s). 

· Note that we cannot accept "e-signatures" pasted into the word file.
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	To be returned to:
EMBO


Attn Olena Steshenko

Postfach 102240


D-69012 Heidelberg


Germany 


TRAVEL EXPENSE CLAIM FORM

Please include all original receipts and tickets
	Full Name:
	____________________________________________

	Account Holder:
	____________________________________________

	Name and Address of Bank: 
	____________________________________________

	
	____________________________________________

	Bank Account Number:
	____________________________________________

	Bank Code Number:
	____________________________________________

	Swift Code/BIC (8 or 11 characters):
	____________________________________________

	IBAN No or Routing No (9 digits) for USA banks:
	____________________________________________

	Reference (if requested):
	____________________________________________

	Object of Journey:
	_ YIP Sectorial Meeting_________

	Place of Meeting:
	_____________________________________________

	Point of Departure:
	____________________________________________

	Duration:
	____________________________________________

	Expenses (in original currency!)
	

	Air:                          _____________________
	Train:   _______________________

	Local Transport:       _____________________
	Accommodation: ________________

	Other:       _____________________________
	

	TOTAL:          _____________________
	


Remarks:  …………………………………………………………………………………………………………………

I certify that I incurred the above expenditures while on EMBO business

Date:  ………………………………………Signature  ……………………………………………………

For office use only:
 TOTAL EXPENSES PAYABLE:
