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Work commitment in the Municipality of Trento (Art. 2 Paragraph 3 Business Travel Regulations)
Work commitments in the Municipality of Trento cannot be claimed for reimbursement as the traveler can use his/her e-voucher for the meal and FBK vehicles for transportation.
Business travel management (Article 3 Business Travel Regulations)
The organization of the business trip must be handled independently, in line with the following parameters:
a) for job orders with financial reporting obligations for expenses lower than/equal to €200;
b) for all other job orders with expenses lower than/equal to €1000;
(c) all business travel with no expenses on budget.
d) on all business trips with added vacation leave/remote work
The business travel may be arranged by the support units in accordance with the following parameters:
a) on job orders with reporting obligations with costs exceeding €200;
b) on all other job orders with costs exceeding €1000;
The expense report for reimbursement must be completed by the traveler using the FBK digital platform, which ensures a fully paperless process. 
Business trip duration (Art. 4 Paragraph 1 Business Travel Regulations)
For insurance coverage and expense reimbursement purposes, the duration of a business trip begins at the time of departure from the workplace and ends upon return. For working-time purposes, employees should refer to the Work Attendance Policy, which requires electronic attendance recording for travelers departing after 12:00 p.m. and returning before 11:59 a.m. (for example, if a business trip starts at 12:00 p.m., the traveler must clock in).
[bookmark: _heading=h.gjdgxs]As a general rule, travelers are expected to return upon completion of the work related to the business trip. If, due to distance, transportation constraints, or work-related scheduling needs, it is not possible to arrange departure and/or return on the same day, the business trip may begin no more than one day before the start of the activities and must end no more than one day after their conclusion. For intercontinental business trips, a maximum of two days may be allowed.
Business trip place of departure (Art. 4 Paragraph 3 Business Travel Regulations)
Travel expenses incurred when departing from a location other than the workplace may be reimbursed, provided they do not exceed the cost limits for the route normally considered as the point of departure. The cost estimate for the route from the place of work must be attached.
Legal Residence and Habitual Place of Abode (Art. 4, Paragraph 4, Business Travel Regulations)
If the destination of the business trip coincides with the employee’s legal residence, but differs from their habitual place of residence, the employee may claim reimbursement for duly documented travel and transportation expenses only upon submission of a report summarizing the conference topics or the agenda of the meeting for which the business trip was undertaken. In such cases, if the departure or return is rescheduled by more than 24 hours for personal reasons, travel expenses will be reimbursed at 50%. 
Business trip at the remote workplace (Art. 4 Paragraph 5 Business Travel Regulations)

FBK allows remote work to support a healthy work–life balance. However:  
-Remote work before or after a business trip is permitted only for short periods, unless required for organizational reasons. 
- Dates to be entered in the business trip request: only dates related to the documented work commitment
- FBK does not cover any travel costs to or from the location where remote work is performed, even if that location is the same as the business-trip destination.
 - Expenses eligible for reimbursement (meals, local transportation, and overnight stays) must be strictly limited to the dates of the actual and documented work commitment.
- System entries must include only the dates of the actual and documented work commitment
- FBK insurance coverage: guaranteed only during remote work period and the actual work commitment

Vacation following business travel (Art. 4 Paragraph 6 Business Travel Regulations)

Leave may be taken only after the actual and documented work commitment has ended (not before or during the assignment).
Expenses eligible for reimbursement include travel to and from the location of the work commitment only if the cost is equal to or lower than the trip without added vacation. Meals, local transportation, and overnight stays are reimbursable solely for the dates of the actual and documented work commitment
- dates to be entered in the system must include the outbound travel date, the dates of the actual and documented work commitment, and any subsequent vacation days.
- FBK insurance coverage: applies only during the work commitment and the associated travel days

Permitted extraordinary means of transport (Art. 6 Paragraph 2 Business Travel Regulations)
Circumstances that may justify the use of specially authorized modes of transportation include: strikes affecting regular transportation services; the business travel location not being served by regular transportation options; cost savings for FBK; specific service requirements or the need to reach the destination quickly or return to headquarters promptly for institutional reasons; the transport of delicate or bulky materials or equipment essential to the business trip; regular transportation schedules not aligning with the requirements of the off-site activity; other justified service-related reasons or special conditions defined in the contract. 
Mileage reimbursement for privately owned vehicles (Art. 6 Paragraph 3 Business Travel Regulations)
The mileage allowance is calculated using an estimated fuel consumption of 10 liters per 100 km (10%) multiplied by the price of unleaded gasoline in effect on the first day of each month. Taking into account fixed vehicle costs, the price of unleaded gasoline is increased by 50% for calculation purposes (e.g., 10% × (1.486 × 1.5) = €0.22).
Mileage is automatically calculated by the system using Google Maps.
Use of a privately owned vehicle is authorized by entering the vehicle’s information in the business travel request, if it is not already in the system (one-time entry via form).
Please note that if the private vehicle is owned by a third party or by a spouse under a separation-of-assets regime, the reimbursement will be subject to taxation.

Privately owned vehicle > 500km (Art. 6 Paragraph 4 Business Travel Regulations)
Using a privately owned vehicle for distances exceeding 500 km is permitted only when: no ground transportation service is available at the destination; available transportation schedules are not compatible with the planned business activities; the trip requires transporting goods or equipment; or using a privately owned vehicle is more cost-effective than collective transportation options. 
Telepass electronic toll device (Art. 6 Paragraph 5 Business Travel Regulations)
When a private vehicle equipped with a Telepass device is used, reimbursement for the business trip will be processed upon submission of the Telepass expense report.
The Telepass device must be registered to the traveler or jointly owned; otherwise, the amount will be treated as taxable income and reimbursed through the payroll. In this case, it is advisable to temporarily deactivate the device and obtain a toll receipt for reimbursement purposes.
Exceeding established spending limit (Art. 7 Paragraph 2 Business Travel Regulations)
Exceeding the spending limits must be adequately justified when no hotels are available at the destination or during the business travel period within the rate limits established by these Regulations, or when there is a documented need to stay in higher-priced accommodations.
Proof of expenses (Art. 8 Paragraph 1 Business Travel Regulations)
Supporting evidence of expenses includes receipts (scontrino fiscale and ricevuta fiscale) and invoices in Italy, or equivalent documentation when abroad, all of which must be issued in the traveler’s name.
In Italy you have to pay electronically (by cards, bank transfers…) and you must not pay in cash. 
If required details—such as the amount paid, date, or header of the supporting document—are missing, the traveler must provide a signed explanatory note.
If the document is in a foreign language other than English, French, German, or Spanish, the traveler must provide a signed statement indicating the basic details, including the date, quantity, item, and amount. 
For reimbursement of expenses paid in a foreign currency, the system automatically applies the exchange rate in effect on the first day of the business trip. 
The applicable exchange rate can be viewed on the Banca d’Italia website at the following link: 
https://www.bancaditalia.it/compiti/operazioni-cambi/cambi/index.html?dotcache=refresh
When a single receipt covers expenses for multiple people, the traveler must specify the portion for which reimbursement is being requested; otherwise, the total amount will be divided by the number of individuals. 
In lieu of the original documents, for justified reasons, a statement issued by the traveler is acceptable provided that the details of the expenses incurred are listed on his/her card payment statement.
In particular
· Reimbursement of travel expenses:
The reimbursement of expenses incurred for travel will amount to the ticket fare, any mandatory additional fees, seat reservation, and baggage storage. 
The reimbursement of travel expenses can only be claimed upon presentation of the original ticket. If the travel ticket does not show the price, the traveler must attach the payment receipt and/or a screenshot from the transportation company’s official website indicating the applicable fare. Airfare tickets purchased online (Electronic Ticket) can be claimed if supported by the screenshot of the ticket purchase and proof of credit card payment. Claims for Ticketless tickets are eligible for reimbursement upon proof of payment.
If the transportation company retains the original ticket, the traveler must submit a declaration stating that the ticket was retained or lost, along with the price, date, and itinerary. 
Booking airfare above coach class is permitted for transcontinental flights lasting more than five hours, subject to prior request and approval by the Budget Manager. 
When traveling by train, a non-standard fare may be used if the traveler provides documentation demonstrating a comparative advantage, such as printed fare comparison tables.
Boarding passes are required for business travel relating to job orders subject to financial reporting. If this evidence cannot be provided, the traveler must produce a statement of lost boarding pass.
· Reimbursement of meals:
Meals will be reimbursed only if they are consumed at the business travel destination or while traveling to or from that destination. 
For the purposes of reimbursement of expenses, the traveler is required to produce the original document of payment showing that the establishment is authorized to provide dining service, or to sell groceries. The document must bear the company’s name, the nature of the expense, the place, the date and the amount paid. 
Receipts or invoices for meals issued abroad must include the name of the establishment, the amount paid, the date, and the location. If any of this information is missing, the traveler must provide a statement certifying that the document pertains to expenses actually incurred and eligible under the terms specified above. If the document is written in a language other than English, French, Spanish, or German, the traveler is responsible for providing a written explanation of its contents. 
Receipts not exceeding the allowance are eligible for reimbursement. Alcoholic beverages outside meals are not eligible for reimbursement.
Throughout the Province of Trento, lunch must be paid for with the UpDay card, which is worth € 7. If it is demonstrated that no establishments accepting the UpDay card are available at the business travel location, lunch expenses will be reimbursed up to €7. Full reimbursement is provided upon the traveler's statement of participation in group lunches organized by outsiders.
· Reimbursement of accommodation expenses:
For lodging reimbursement, the traveler must provide the original receipt on the lodging facility’s letterhead when staying in Italy, or equivalent documentation when staying abroad.
If the documentation includes accommodation expenses for individuals other than the traveler, the reimbursable amount will be calculated by dividing the total invoice amount by the number of people. 
Advance of Travel Expense (Art. 9 Paragraph 1 Business Travel Regulations)
The traveler may request a travel advance of up to 50% of the reimbursable business travel expenses, provided the trip lasts more than 24 hours and the amount requested is at least €200.
The request must be submitted at least 7 working days prior to the business travel start date, except for special or urgent duly justified reasons.
Only employees and in-house consultants are eligible to request travel advances.
Travelers who have requested and obtained an advance must provide, as soon as the business travel has ended, full evidence of expenses. 
If forced to cancel their business trip, travelers who had obtained an advance of travel expenses, are required to return the amount received within 10 days from the date on which the trip would have started.
If the amount of the advance of travel expenses exceeds the effective expenses, the difference must be returned within 30 days after completion of the business trip.
Travelers who do not comply with the provisions outlined above will be ineligible to receive further travel advances until their outstanding balance with FBK has been settled. 
Insurance (Art. 11 Paragraph 1 Business Travel Regulations)
For information concerning insurance contracts entered into by FBK, please see the relating policy. 


