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1. GENERAL PROVISIONS
1.1 Available budget
- Doctoral students, with and without scholarship, have a budget of €1,624.30 available for each year of the Doctorate
- The amount not used in one year can be cumulated with that of the next year
- Advance payments are not possible
- The doctoral student must monitor the amount of expenses paid and cannot request reimbursements that exceed the available budget

1.2 Basic procedure
All missions require a request for prior authorization via the U-Web missions platform (https://unina.u-web.cineca.it/), regardless of whether or not there are expenses borne by the University/Department.
Retroactive requests are not permitted
The use of your own car is not permitted.

2. TYPES OF MISSIONS
2.1 Standard missions on doctoral budget
For requests on your research budget, indicate:
- Qualification: "DR - Doctoral scholarships"
- Regulations: "TES - University Regulations"
- Request type: "FRIC - Project funds"
- Presumed maximum expenditure in euros
- Place of departure and destination with dates and times
- Detailed justification
- U-GOV code of the fund
- In the notes: indication of the doctorate and cycle
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2.2 Missions on other funds
For missions funded by the research group:
- Select the name of the scientific manager of the project
- Authorization from the Doctoral Coordinator is not required
- The Teacher will select the project on which to authorize the mission

2.3 Long duration missions
For missions longer than a month:
- Divide the period into several consecutive requests
- Each request must not exceed one month
- Authorization from the Coordinator/Teaching Board required

3. SPECIAL CASES
3.1 Events in Naples/Portici
- Request authorization via U-Web missions
- For events with registration fee: submit a post-event refund request
- Attach payment receipt issued by the Conference Secretariat and certificate of participation

3.2 Events in telematic mode
- Do not require authorization via U-Web missions
- For events with registration fee: use the specific form for telematic events attached
- Free events do not require permissions

3.3 Missions during periods abroad
- Reimbursement of expenses permitted according to University Regulations
- Flag "co-financed mission" if you will participate in other events on a mission to be authorized
- Possible to enter multiple destinations if dates known in advance





4. REFUND PROCEDURE
4.1 Necessary documentation
- Submit a reimbursement request via U-Web missions, with the daily insertion of the various types of reimbursable expenses as per University Regulation D.R72020/1712 of 05.26.2020 on the UNINA Portal - regulations.
- Upload PDFs of eligible expenses by attaching receipt/invoice with electronic payment receipt
- Keep original receipts for possible checks

4.2 Timings
- Submit a refund request promptly after the mission

5. MODIFICATIONS AND VARIATIONS
- Dates and destinations cannot be changed independently
- Communicate the changes in advance to the Department Delegate/Director and the Coordinator
- The Coordinator must authorize the changes by communicating them to the Accounting Office.

FINAL NOTE
Doctoral students are recommended to carefully consult the University Regulations for service missions and travel, scrupulously respecting the deadlines and procedures established.
(University Regulation for service missions D.R72020/1712 dated 05.26.2020)












Al Direttore del Dipartimento di Agraria
Prof. Danilo Ercolini


Oggetto:	Richiesta di	partecipazione all’evento in modalità	telematica:
………………………………………………………………………………………………….



Il/La sottoscritto/a………………………………………………………………..nato/a a ………………………….. il………………………..C.F…………………………………………………..con qualifica di…………………… ……………………………………………………………………………………………………………………………………….. 

                                                              Chiede 

di partecipare all’evento/congresso…………………………………………………………………………………….. in modalità telematica su piattaforma……………………………………………………….organizzato da……………………………………………………….…………………………………………….dal giorno………….. al giorno……………… per il quale è previsto un costo di partecipazione/iscrizione di €……………………..

La relativa quota di iscrizione sarà imputata al progetto. ……………………………………. e rimborsata con relativa ricevuta di pagamento emessa dall’Ente/Comitato organizzativo convegno, corredata di attestato di partecipazione.

Data……………………..	Firma del richiedente
 




Il sottoscritto Prof……………………………………………………Responsabile Scientifico del progetto ………………………………………………….. ai sensi dell'art 47 del DPR445/2000, consapevole della responsabilità in caso di dichiarazioni mendaci, dichiara che i costi di cui alla presente richiesta sono inerenti alle attività di progetto e conformi al budget e li autorizza nei limiti di spesa sopraindicati.

Data………………                                                    Il Responsabile Scientifico del Progetto




Si autorizza la spesa:

         Il Direttore 

  (Prof. Danilo Ercolini)0.0 






image1.png




