HOTELS/LODGING*
[bookmark: _heading=h.gjdgxs]Book your stay through your preferred booking portal (e.g., Hotels.com, Booking.com). When booking, be sure to enter your personal information and not FBK’s details. In order to obtain a reimbursement, you must provide a regular invoice, which will be issued in your name.
Because you can book only for yourself, if you share a room with others you must split the cost and claim reimbursement only for your share of the total amount. 
You can also book on Airbnb; the same rules apply, as long as the project contract does not exclude it. 
You may also rent an apartment. In this case, to claim reimbursement you must provide a lease agreement showing the rental dates, cost, the landperson’s details, and your own.
If you add personal vacation time after your work commitment, FBK will reimburse only the nights that fall within the work period. For example, if a conference begins at 10:00 a.m. on 3/2 and ends at 12:00 p.m. on 3/3, only the night of 3/2 is eligible for reimbursement.
FLIGHTS*
[bookmark: _heading=h.30j0zll]You may use the booking support service provided by Movida Viaggi by emailing your flight booking needs to commerciale@movidaviaggi.it. The cost will be covered by FBK, and no advance payment is required from you. Please keep us copied on all correspondence.
Movida Viaggi Assistance:
on Saturdays, Sundays, and holidays, contact the Movida service, which is available Monday through Friday from 6:31 p.m. to 8:59 a.m., and all day on Saturdays, Sundays, and holidays:
only telephone contact (NO email or whatsapp) to the dedicated numbers:
+39 349 5839822
+39 331 6187376
The fee will apply even if you call only to receive information.
Charges per call:
€30 + VAT: for support requests managed directly by Movida without the involvement of external suppliers.
€80 + VAT: for support requests that require direct contact with suppliers (e.g. airlines) 
You may book through any portal. To claim reimbursement, save either the payment screen showing the reservation and amount paid or the travel confirmation email in which the paid amount is visible.
TRAINS*
You may book through any dedicated portal. For reimbursement purposes, save the payment screen showing the booking and tickets.

Do not hesitate to contact us for any questions, concerns, support! 
supporto.centri@fbk.eu  help-supporto.centri@fbk.eu

Veronica Giordani, ext. 555
Cinzia Zaffoni, ext. 957
Elisa Amore ext. 090
