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F.A.Q. on Reimbursements from the University of Bologna to International Visitors                                

to the Department of Physics and Astronomy (DIFA) 

 

Please note that before, or as soon as you arrive in Bologna, the Department will assist you in filling out 

a cost claim form. It is extremely important that you keep all your invoices/receipts/ proofs of payment 

(issued in your name, when applicable), as you will need to submit them alongside the form. Any 

documentation originally issued in electronic format can be submitted via email, otherwise hard copies 

will be required.  

Also, take note of the list of eligible expenses:1 

- Travel 

- Local transport 

- Accommodation 

- Meals 

  Travel 

When can I arrive in Bologna? And when shall I leave? 

This depends on the dates of the event/activity which you have been invited to (that is, the reason for 

your travel). Typically, the University of Bologna will reimburse your plane/train/bus tickets if they are 

dated as follows: 

• Outward journey: same day as or one day before the start of the event/activity  

• Inbound journey: same day as or one day after the conclusion of the event/activity  

However, there are some exceptions to this rule. 

If you are coming from a non-European country, you may start your outward journey as early as three 

days before the event/activity. Yet, you will still have to start your inbound journey on the day after the 

event/activity at the latest. 

Furthermore, in case you prefer to arrive in Bologna earlier than two days before the event/activity (even 

if you are coming from a European country), you will have to prove that the University will not incur any 

financial loss as a result of that. A relatively easy way to do so is to submit a cost comparison, such as, 

for example, a screenshot showing flight ticket fares on different dates. 

Is there a cap on travel expenses?  

Yes, but this is translated in travel classes.  

For trains, you may purchase any ticket except executive or higher. 

For planes, you may only purchase economy-class tickets. 

Do you need my boarding pass? 

Yes, please. And don’t forget to send us the one relative to your inbound journey. 

 
1 Please note that this list includes only the main categories of expenses related to your visit. A comprehensive 

list is to be found on the cost claim form.  
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 Local transport 

May I take a taxi from the airport/train station to my accommodation, or to go to the event/activity venue? 

The University considers taxis (or rental cars, for that matter) as “extraordinary” means of transport. 

Therefore, they are allowed (and you can be reimbursed for them) only in certain circumstances, such 

as: 

• a public transport strike; 

• if you need to go somewhere between 9pm and 7pm; 

• if you suffer from (certified) walking difficulties; 

• if you are carrying heavy luggage and/or heavy/fragile scientific instruments. 

If you do take taxi, make sure to ask for a receipt valid for reimbursement purposes – taxi drivers are 

obliged by law to provide it, but only if you ask them explicitly. 

 Accommodation 

Can I stay in an Airbnb instead of a hotel? 

Yes, you may stay in an apartment (including one booked through Airbnb) instead of a hotel. However, 

you will have to prove that the University will not incur any financial loss as a result of that. Again, you 

may submit a cost comparison, such as, for example, a screenshot showing hotel rates for the same 

dates. 

Is there a cap on accommodation costs? 

Yes, and for hotels this results from a combination of star rating (maximum 4 star) and room rates 

(maximum 200 EUR per room per night). 

For apartments, you may spend up to 200 EUR per day. 

 Meals 

Is there a cap on meal costs? 

Yes, you may spend up to 50 EUR for one meal and up to 100 EUR for two meals (when consumed on 

the same day). 

What shall I do if I share a meal with other people?  

Make sure that you have something that proves how much you spent individually. If the place where you 

ate did not allow for separate bills (perhaps rare, but still possible), a collective bill will be fine as long as 

you clearly indicate what you consumed. 

Also, remember that meal receipts should be easy to process for the administration, hence they should 

clearly state the name of the restaurant/coffee shop and the list of food/drink items that you purchased. 

 

More questions or doubts? Please address them to Difa.missioniweb@unibo.it 


