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Goals .

EU-PROMENS

We invite you to learn from each other's diverse expertise and discuss the
(innovative) potential of community mental health services and country specific
differences (some might be already familiar), fostering a collaborative
environment that enhances our European collective knowledge and improves

health care systems and mental health care for everyone.
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Background Info



Background Information

PROMENS

. E * EU Commission’s Comprehensive Approach to Mental Health
-II'. Holistic framework based on:

gﬁ: '

._:.- . * Effective prevention

a * Accessto high-quality, affordable care
||

:.If
J * EU-PROMENS is funded by the European Commission through the EU4Health initiative and

* Reintegration into society during recovery

* EU-PROMENS is one of 20 flagship initiatives under this approach

implemented by GFA, Trimbos Institute, and Mental Health Europe

* Supportfrom 6 EU-PROMENS Hubs:
EU4Health programme 2021-2027 — Austria, Croatia, Czech Republic, Finland, Netherlands, and Spain.

a vision for a healthier European
Union - European Commission

(you can find all this also in the “Reading List“ on our website)



https://eu-promens.eu/exchange-visit-finland-1/pages/programme
https://health.ec.europa.eu/funding/eu4health-programme-2021-2027-vision-healthier-european-union_en
https://health.ec.europa.eu/funding/eu4health-programme-2021-2027-vision-healthier-european-union_en
https://health.ec.europa.eu/funding/eu4health-programme-2021-2027-vision-healthier-european-union_en

Background Information -

EU-PROMENS

* European Commission Comprehensive approach to mental health: holistic
approach to mental health, based on three guiding principles

o Adequate and effective prevention
o Access to high quality and affordable mental healthcare and treatment
o Reintegration into society during recovery

EU-PROMENS implements one of the 20 Commission
flagships under this Comprehensive approach.




About EU-PROMENS \

EU-PROMENS

 EU-PROMENS is implemented through GFA, TRIMBOS Institute and Mental Health Europe

* We have 6 EU-PROMENS Hubs in Austria, Croatia, Czechia, Finland, Netherlands and Spain,

where participants from all Member States are visiting community mental health services

Trimbos **»  Mental

G FA/AV . instituut Health

Netherlands Institute of

CONSULTING GROUP Mental Health and Addiction Europe

-
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About EU-PROMENS \

EU-PROMENS

Geographic scope
EU-PROMENS covers 27 EU Member States, Norway, Iceland and Ukraine.

Main Objectives

* Enhance and improve the capacities of professionals across Europe working in the field of
mental health.

* Promote a prevention-oriented and comprehensive approach to mental health as a public
health priority across all life stages and diverse settings.

* Foster multidisciplinary collaboration across sectors, including health, education, social care,
and justice.

e Support professionals working with groups in vulnerable situations through tailored, evidence-
based capacity building.

-



About EU-PROMENS \

EU-PROMENS

Main Activities

1. Multidisciplinary Training Programme

* Design and implementation of a mental health training programme in 6 EU-PROMENS hubs
and expand to the remaining 24 countries.

2. Exchange Programme

* Design and implement professional exchanges in 6 EU-PROMENS hubs to share best
practices and foster collaborative care approaches.

3. Development of a Toolkit

* Create a European blueprint for multidisciplinary mental health capacity-building with
practical, evidence-based recommendations.

-



Quality Criteria
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EU-PROMENS
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Organisational Info

Procedures and useful information



Essential Conduct .

EU-PROMENS

Signatures
* Daily Attendance: We need you to sign in each day for reimbursement and certification (necessary to receive your certificate and
reimbursement!)!
Confidentiality

* Respect Privacy: Do not take photos or video recordings of your fellow participants, service users or staff without explicit

consent.

* Client Confidentiality: Do not share client information outside the clinical setting.

Professional Conduct
* Behaviour: Follow respectful conduct and use respectful language.

* Supervision: Remain under the guidance of your hub expert, mentor, or supervisor.




Event Timeline <

EU-PROMENS

| HELSINKI | HELSINKI

* Closing Workshop & Dialogue
Evaluation Sessions with Ildiko
* Final plenary session and

e Meet & greet
* Organisational infos & Structures
* Al Participants together

Leisure time .' questionnaire completion
@ * All Participants together @

Tue Mon

> « > -

: Sat - Sun :
HELSINKI & TAMPERE TAMPERE

> >

Activities in the morning. The whole group spends the day in Tampere. Group
Afternoon: Group 2A & B travel to Tampere 2 A&B will leave to Helsinki in the afternoon.

- eSS

Mon Fri




Groups -

EU-PROMENS

The Programme will cover the two cities Helsinki and Tampere, to
ensure broad and deep insights into our systems and services. These
are the groups:

f Group 1A “Reindeers”
r r Group 1B “Goats”
d @'3‘? Group 2A “Eagles”

X

Group 2B “Owls”

-



Group lead &

EU-PROMENS

* We have organised coaches that will bring you to Tampere and back, to make the trips

more pleasant for you

* For some specific routes we also organised transport, because the travel time would

be too long by public transport. You find these timings in the Programme

* We need 1 person per Group who ensures that all people of that group (18to 19
people) are on the coach / taxi

* Who would like to do that?

-



Public Transport Guide for Finland Trip &

EU-PROMENS

* For all other travels to the partner sites, we ask you to take public transport

and make sure to be on time onsite.

* Due to budget constraints, we cannot reimburse you for Taxi, Uber, Bolt, etc. or

monthly tickets.

* The Programme-Document contains all infos on your travels:

* Where you have to go

* What ticket you need to buy

-



Public Transport Guide for Finland Trip

EU-PROMENS

Reindeers Calendar ﬁ

week 1 week 2

o ) ride. You can

Please use public tmnsppn, if we don’t provide @
purchase the following tickets:
Sunday, 30 March (1 journey)

Airport Ticket: 4,20€

Monday, 31 March to Thursday, 3 A-prll
Multi-journey (1 0-Journey Ticket) or
Nt e ooy vt e
+  Monday: 1journey

+ Tuesday: 2 journeys

« Wednesday: 3 journeys

« Thursday: 3 journeys

: 28,80€

mey ticket, you need to
single ticket atatime.

Friday, 4 April (3 journeys)
Use 1 remaining ticket from
2 Single Tickets: 6,40€

Multi-journey and buy

Monday, 7 April (7 journey)

Single Ticket: 3,20€

+ Intheafternoon, the Coachwill pick you up to bring you to Tampere.
3
, the private

Tuesday, 8 April (3 journeys)
Day Ticket: 8, 00€

Wednesday, 9 April (3 Jjourneys)
Day Ticket: 8, 00€

Thursday, 10 April (1 journey)

: Single Ticket: 3,506
u::::r..m!.‘mo private Coach will pick you up 1o bring’

Helsinki after dinner: Single Ticket: 3,20€

Friday, 11 April (2 journeys)
2 Single Tickets: 6,40€

saturday, 12 April (1Journey)
Airport Ticket: 4,20€

Ca@n

Goats Calendar ”

week 1 week 2

travel guide

you to Helsinki.

Please use public transport, if we don’t provide a ride. You can
purchase the following tickets:

Sunday, 30 March (17 journey)

Airport Ticket: 4,20€

Monday, 31 March to Thursday, 3 April

Multi-journey (10-Journey Ticket) using the HSL App: 28,80€

*  Note: this ticket is personal. To buy a multi-journey ticket, you need to
gy i ticket at a time.

Monday: 1 journey
Tuesday: 2 journeys
Wednesday: 3 journeys

Thursday: 3 journeys

Friday, 4 April (3 journeys)
Use1 ticket from Multi-j
2 Single Tickets: 6,40€

y and buy

Monday, 7 April (1 journey)
Single Ticket: 3,20€
* Intheafternoon, the private Coach will pick you up to bring you to Tampere.

Tuesday, 8 April (3 journeys)
Day Ticket: 8,00€

9 April (3 Y
Day Ticket: 8,00€

Thursday, 10 April (1 journey)

Tampere: Single Ticket: 3,50€
* Intheafternoon, the private Coach will pick you up to bring you to Helsinki.
Helsinki after dinner: Single Ticket: 3,20€

Friday, 11 April (2 journeys)
2 Single Tickets: 6,40€

Saturday, 12 April (1 Journey)
Airport Ticket: 4,20€

Eagles Calendar

week 1
week 2 travel guide

Please use public t: . rkinait
ansport, if i i
Purchase the following ticksts:we St
Sunday, 30 March (1/‘oumay)

Airport Ticket: 4,20¢

de. You can

Monday, 31 (1/'ourney}
Single Ticket: 3,20¢

Tuesday, 1 April (1 journey)
Single Ticket: 3,20¢

* Inthe aft
‘ernoon, the private Coach will pick you up to bring you to Te
lampere.

Wednesday 2A
+ 2 April (3 Journe
Day Ticket: 8,00¢ ve)

Thursday, 3 April (ajoumsys)
Day Ticket: 8,00€

Friday, 4 April (3 Jou,
y irne;
Day Ticket: 8,00¢ e

Monday, 7 Aprit

Single Ticket: 3,20¢
* Intheatter,

noon, the private Coach will pick you Up to bring you to Helsj ki

inki.

Tuesday, 8 April to Thursday, 10 April

Multi—joumey ( 10-Journey Ticket) ysi
* Note: this ticket is

Tuesday: 3 journeys
Wednesday: 3 Jjourneys
Thursday (incl, dinner): 4journeys

Friday, 11 Aprit
2Single Tickets: 6,40€

Saturday, 12 April (1journey)

Airport Ticket: 4,20¢

Owls Calendar O;OO

week 1 week 2

travel guide

Please use public transport, if we don’t provide a ride. You can
purchase the following tickets:

Sunday, 30 March (1 journey)
Airport Ticket: 4,20€

Monday, 31 (1 journey)
Single Ticket: 3,20€

Tuesday, 1 April (1 journey)
Single Ticket: 3,20€
* Intheafternoon, the private Coach will pick you up to bring you to Tampere.

2 April (3
Day Ticket: 8,00€

Thursday, 3 April (3 Journeys)
Day Ticket: 8,00€

Friday, 4 April (3 Journeys)
Day Ticket: 8,00€

Monday, 7 April

Single Ticket: 3,20€
* Inthe afternoon, the private Coach will pick you up to bring you to Helsinki.

Tuesday, 8 April to Thursday, 10 April
Multi-journey (10-Journey Ticket) using the HSL App: 28,80€
*  Note: this ticket is personal. To buy a multi-journey ticket, you need to
strongly ly acti ingle ticket at a time.
Tuesday: 3 journeys
Wednesday: 3 journeys
Thursday (incl. dinner): 4 journeys

Friday, 11 April
2 Single Tickets: 6,40€

Saturday, 12 April (1 journey)
Airport Ticket: 4,20€

o A

< A
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Programme

PROMENS

* If you haven’t done already, please save the Programme for your
mobile:

https://eu-promens.eu/exchange-visit-finland-1/pages/programme-infos

—



https://eu-promens.eu/exchange-visit-finland-1/pages/programme-infos

Programme — how to use it (example

EU-PROMENS

* |It’s a pdf, so scrollup and down, but it has links so you can treat it as a mobile site:

—

Overview on Locations
Helsinki

Group Distribution

#f Group 1A: Reindeers ol e SUASTANCE A8t o
B
1. Julia Br ir 11.Elizabeth Laboy
2. Diana Calabiciov 12.Viadimir Marinov
3. Darina odkovs 13.Bernadett Magyar : Ar
4. Violeta Binkova 14, Lyubomir Manolov oot 34, 00500 Hatsnas
25 Folitti 15.Jessica Levy Ep. Sauerbeck
6. Andrea Garcia Lopez 16.Silvia Re.
Evita Goossens 17.Alberto San Roman Uria o Ao
8. Ana Jorge Boaventura 18.Elisa Saponara B e 70 Haiskod
9. Toma$ Kloubek 19.Nuhara Vargiu i -
1) . KUNORI
pinio ol 128, 00700 Hotsn, Fitand
ﬂ' Group 1B: Goats e i
1. Petra Borg 11.Georgios Kanaris
2. Jasmine Borg 12.Gudrun Krenn
3. Jenny 13.Christoph Krenn
4. Suptmm 14.Nantia Lamari S
5. Hamit Demir 5. Marie Merkel i 1311, 00700 et
6. Monika Franji¢ 15,W - ktecia ey
5 Elon Gl 17.Hanna Pasterny —
8. Anastasia loannidou 18.Polina Popova HiELRy
9. Kristina Jandiic 19.Josephine Stubs Hsstrantoporti o 4, an
10.Martyna Jarza. 20.Spyridon Zotos o
e Eed o ey
MUNA SILLANPAA,
% Group 2A: Eagles TRt aiaanian 00300
1. Vojtéch Bart 11.Ma. Rio Alger Sermona
2. Sara Bestulic 12.Hana Susdnkova PSYCHUTRIC HospiT
Dot e .
4. Veronika Bils' uum% . .
5. Massimo Cherrett 15.Stachtea Xanthi »
6. Georgia Georgopoulou 16.Marusa Zalokar RUNAGHA Y
5. M TR g Pt 4, s
8. Klambadan Reshr 18.Nina Zibolenové S e
o Gommasaasr T
10.Daniel Sebek

VALO-VALMENRUS YHDISTYS
fenenkar 29,12, 00100 stk
T ]

VALOWALMENNUS vhOrSTvs.
Aaishinarniaw 3, Hotsing

1. Polina h 11.Miranda Reiter

2. Viola Baumann 12.Ana Fillpa Rodrigues Rogério Soarie i

3. Vasileios Chronopoulos 13.Melissa Schmitzberger ..

4. MarcoMez 14,Melinda-Timea Mossramsingor 1

5. Vanya Noteva 15.Agnieszka: kowska m‘m‘“‘“ﬂ
6. Zineb i 16.Alexandra Scaralig

7. Natalia Pastrana Rocher 17 Ximena Tz Gsormo

VEESTAY.
18.Daisy Trotta Embontery )
19.Stanislava Tsoneva Mm“‘“”
10.Nina b 20 o s ey

&

PROGRAMME
Group @Reindeers

Reindeers Calendar #

week 1 travel guide

10.00-16.00
KUMPPANUUSTALO ARTTELI
APR All groups spent the day together in Tampere.

30 already

Be seady in the lobby at 230 sharg

transport overview

S

Programme Day g

ad

9.00-11.30| 14.00 - 16.00 umy  Mond:
ma} o

Busat7.45 | 10.00-16.00

adolescent

rights

@) ‘tumepanuustaio rcal
You reach this locatian by bus

9.00-11.00] 13.00 - 14.30 | 15.30 - 17.00 Meal Infos Travel Infos

Lunch provided Bus organised clickhera for ygos

All Particiy i
HontalWolk Being. maes 268in. This day s dodicated

APR &FINFAMI RY
‘The power of individuals, communities
health work

to Innavative Path:
ond Silta-Vaimennus
SALYOINEnNS

Early eheckout, breakfast starts at §.30 atready
Be readyin the lobby at 7.30 sharp

10 9.00-11.00 (Dinner at 18.30)
NEUVOLA-SYSTEM
APR Prenatal and postnatal health care

Contact onsite
DA KOIVUNIEMI +40 735 1203
ELSA PARDONEN +358 403502652

the site. The Coach will leave from there only.

9.00 - 16.00 (12.00 - 13.00 Lunch) Transport

1" LKAKARITALO ARVO E] Hotel to Kumppaauustals Artteli
PR Please take our arranged bus, (I mere i Please don't checkoutin the morning. You have time
Valo-Valmennus Ry Address: Mustaniahdenkaty, 22, 33210 Tam, — il
AAIPDZIEokA 22, pere to checkout until 12.00, so please come back after
Yourprogramme,

Kumppanuustaio Arttali to Hotel ilves

After the day s finished, our b
, our bus takes
Duration: 20 min reate et

12 e
APR

Farewell ~AAATRAS alatie
Address: Hatanpasn valiatie 1, 33100 Tampere

<

()

&l

O~ g

< a@nm s

Bus Trip i T

Thursday 10 April 2025
From Tampere to Helsinki

Start: 14.00 at Original Sokos Hotel
End: ca. 16.00 at GLO Hotel Art

The bus will leave from the Hotel at 14.00 and drops
you off at the hotel.

L I




Collaborate



EU-PROMENS Community of Practice \

EU-PROMENS

* To make this exchange sustainable we created an online

Community of Practice for you!

* This is a (hew) online space to stay connected over time,

where you can share and discuss lessons learned of

https://epale.ec.europa.eu/en/private/

th e eXC h a n ge a n d m O re ! eu-promens-community-practice

* Register via EU login

B


https://epale.ec.europa.eu/en/private/eu-promens-community-practice
https://epale.ec.europa.eu/en/private/eu-promens-community-practice

Communication in Finland -

EU-PROMENS

* LinkedIn
* Use #EUPROMENS when posting from personal accounts.

Respect service-user confidentiality and confirm signed photo consent where applicable.

See draft posts for inspiration.

GFA has created closed events — your requests have been or will be accepted.

Group Discussions: Unmoderated, open for exchange.

e Mental Health Ambassador

* Promote respectful, inclusive dialogue on mental health.

_



Conclusive Workshop key discussion &

EU-PROMENS

* Panellists present their experiences and key takeaways from the visits, framed through their
professional lens.
* We will have a moderated discussion on:
* Collaborative approaches, challenges encountered, and best practices
* The role of community mental health in early diagnosis and prevention
* How clinical services can collaborate with social services to provide holistic care

* The impact of mental health on student performance and behaviour and the role of
schools in promoting mental health awareness

_



Conclusive workshop preparations &

EU-PROMENS

Reflections to keep in mind

What are your ideas on collaborative/multidisciplinary approaches in mental health?

How can we increase collaboration within and across borders? How can this be done between clinical and
social care services?

What are the challenges and how can these be overcome?
What are best practices you identified — either in the hub or outside?

What is the role of community-based mental healthcare — in your own country but also across borders?

What is the role of educational institutions in promoting mental health awareness?

_



Reimbursement

What is covered



Reimbursement .

EU-PROMENS

* Eligibility:
* Only those who sign the daily attendance sheet are eligible

* You need to collect and keep the receipts for your travels (Meals not necessary).

* Further details:
* Forfurther details, consult the policy or visit the EU-PROMENS website called “Reimbursement”

* You will receive all necessary information from Rani beforehand. If you have any further questions, please contact

her.

-



Travels: what we reimburse &

EU-PROMENS

Travel to reach the Airport or Programme sites
* All public transport

 Shared Uber / Bolt (etc.) / Taxi that is equal or less to 3,50€ per

Person

* Car: €0.22 per km for distances max. 80 km one way

* Please note: if you use a car, provide a screenshot of the route from Google Maps,

and make sure to show kilometres and addresses

-



Travels: we don’t reimburse -

EU-PROMENS

All Travels

X Taxis, Uber, Bolt, etc. that is more than 3,50€ per Person

(if you require this service please contact us beforehand)

X Car: distances more than 80 km one way

All related fees to personal travels or to people accompanying you

-



Other Fees .

EU-PROMENS

If your partner accompanies you, all fees related to this person will be paid by you (hotel,

transfer, etc.).

For the hotels, it is approximately 20€ / day (the breakfast), but please check with them. They

are aware that you might bring a partner.

All fees related to personal spendings will be paid by you.

Additionally, all travels during the weekend will be paid by you, because itis free time.

-



Procedure



Steps for a smooth reimbursement .

EU-PROMENS

Gather all Receipts -
* Keep & collectall travel receipts and any necessary documents.

* |fyoudon't have receipts, copies of your bank statement are accepted. Please make sure that these are official documents. We don’t
accept photos or screenshots that don’t contain name, bank account number, etc. You can blackout everything that we are not
supposed to see.

* Ifyouused Uber or Bolt: generate invoice through the app. Note down the people you shared it with

* Rename Receipts according to the date used, in American format; e.g.: 10-27-2024

Fillinthe provided Excel form -

* Usethefile sentto youvia email ("Travel Expense Report”).

» Sign & Upload your documents - then you have two options:

* Send all receipts via email: rani.bil@gfa-group.de

* OrgotoourReimbursement Website
Password: eu-promens-exchange-1st wave-form



mailto:rani.bil@gfa-group.de
https://eu-promens.eu/reimbursements

@ Gather recelpts

Sort & Rename them according to the date u



Reimbursement

PDF Documents

= Rename it so it fits the American Format:
= 1M-03-2024.pdf Month-Day-Year
11-04-2024. pdf

11-05-2024.pdf Like that it is sorted correctly.

You can also provide all pdfs in one file.

Spreadsheets
B: Travel Expense Report_NL-G1-21_Doe.xlsx

%,
e
2
O
O
O
oC
b
-
©
-
O
oC






“...

¢ .
4 =L
. “ [ ) [ ) [ .

- 1. Fillin personal Information

[ | - °

- N

. . ROMENS
% ¢ *° Funded by
* i -
QA qan?® Invoice I Travel Expenses 2024 \ P PROMENS the European Union

Invoice Recipient Invoice Sender Check your details I
GFA Consulting Group GmbH Jane Doe
EulenkrugstraBe 82 Street 1234
22359 Hamburg 394F) 86 City
Germany Germany
Invoice No.: 2182070-01 ProjectNo.: 2182070
Project & Event Details
Name: Mental Health Exchange Programme Start Date: Monday, 28. October2024
Eventtype: 1st Wave Exchange Programme End Date: Friday, 8. November2024
Group No.: Group 1 Destination: Netherlands

Bank Details for Payment of the Reimbursement

**to befilled in by Event managers **
Account Holder: Jane Doe I Check if bank Conversion Rate: .
Name of Bank: Name I details are correct - EUR 1 EUR
Account Number: 1234 EUR 1 EUR
BIC: 1234 Month of conversion rate:
GFAguideline: InforEuro.eu

¥




P % 2.Fillininfo from travel receipts -

* .
JS *
agn®
Travel Costs that have been pald by You Please use the exact amount. Don‘t round off or
**Only applicable for cars ** up! Example: 6,09€ is correct- 6€ s not correct
Please insert km here
Reason Date notes and please gmvfde gross amount Used Gurrency Currency Gross Amount
proof. We reimburse Conversion Rate In EUR
0.22€ per km
Carto Airportin Berlin 30.03.2025 Hometown Frankfurt {(Oder)to Airport Berlin 75 16.5 EUR-Euro € 16.50
Train from Airport Helsinki to Hotel 30.03.2025 19.2 EUR-Euro € 19.20
Reason:notransport available, People: R2D2, Han Solo, Darth
Uberford people fromVal Ryto Yees Ry 01.04.2025 Vader, Me 24.5 Please select €
Subtotal Travelcosts 60.20 EUR - Euro 3570€

Provide all travel details:

. Selectthe used currency, otherwise the subtotal
one row per travel item

willnotbe added to the total amount.

» Don’tforget to select the used currency - if not done, the amount doesn’t add to the total sum!
The total amount will generate automatically.
» Conversion Rate:

»  Ifyou used Euro, Conversion rate is left out and adds to the amount.
»  We pre-fillin the currency that you might use for paying. We take that from your country of residence
»  Ifyou used another currency than indicated, please contact me.

A If you paid transport (e.g. taxi) for more people, please put the names them in the Cell “Reason”

¥
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. 3 ° Check per diem calculation

[ . °

- N

. S EU-PROMENS
* *
4 . *
¢ & m » 7 PerDiem Allowances
Location: Netherlands
Daily Allowance (Arrival / Departure): 32 EUR
Daily Allowance (stay for24hrs): 47 EUR
. . . Total
Date Duration (Hours) Allowance BreakfastIncluded Lunchincluded Dinnerincluded Deduction ) Currency
Reimbursement
Sunday,27.0ctober 2024 Arrival No 6,40 25,60€ EUR
Monday, 28. October 2024 stayfor24 hrs 28,20 18,80 € EUR
Tuesday, 29. October 2024 stayfor 24 hrs 28,20 18,80 € EUR
Wednesday, 30. October 2024  [stayfor24 hrs No 9,40 37,60€ EUR
Thursday, 31. October2024 stayfor24 hrs No 9,40 37,60€ EUR
Friday, 1. November 2024 stayfor24 hrs No 9,40 37,60€ EUR
Saturday, 2. November 2024 stayfor24 hrs Choose Q 9,40 37,60€ EUR
Sunday, 3. November 2024 stayfor24 hrs Choose Q 9,40 37,60€ EUR
Monday, 4. November 2024 stayfor24 hrs Choose e 9,40 37,60€ EUR
Tuesday, 5. November 2024 stayfor24 hrs Choose e 9,40 37,60€ EUR
Wednesday, 6. November2024  [stayfor24 hrs Choose Q 9,40 37,60€ EUR
Thursday, 7. November 2024 stayfor 24 hrs Choose Q 9,40 37,60€ EUR
Friday, 8. November 2024 stayfor24 hrs Choose Q 28,20 18,80 € EUR
Saturday, 9. November 2024 Departure No 6,40 25,60€ EUR
Total X . . 446,00 EUR
Check ifallis correct. We try to prefill all.
Don’t leave anything blank!







. i 4. Sign the Travel Expense Report Q,

EU-PROMENS

You have 3 Options:

1. Sign with Excel
2. Save as a PDF and sign
3. Print, Sign and Scan (not recommended)

i
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1st Option

Sign with Excel



L

. [ J [ ] [ ]
L
. 7 - St ton: olgn wit XCe
[ | - PS
- N
. S EU-PROMENS
* .
%
amn®
Home Insert Draw  Page Layout Formulas Data Review View  Automate Developer (J Comments (& Share v
& cut os Narrow (Bod 12 Ar |l == 5 ab, wy = > Auto-sum v A \ (]| \
v oo ¥ v = v 22 Wrap Text v General v v v v | &umv EBX v v v v MY v @
[T ==0» | - B & RE ey ;
Paste A rmat I Uwv SOv Av = == | e« = Merge&Centrev  TFv % 9 % -9 ggp:latlmagl :so;ran;:! s(t:ye|:s Insert  Delete  Format & 'y SF?Irtte? ;lenlg C&t Sensitivity  Add-ins Arl;aalgase

Home Insert Draw  Page Layout Formulas Data  Review View Automate Developer

L 1. O®

Draw Eraser Lasso Add Pen Draw with
Select Trackpad

e

Signature

-

= WV
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2nd Option

Create PDF and sign



i 2nd Option: Convertto PDF and sign

« Save the Excel file as a PDF:

* In Excel, goto "File" > "Save As" > Choose: PDF

* Open the PDF and use a PDF viewer (like Adobe Reader)

* Add a signature:

* In Adobe Reader: Select "Fill & Sign," then click "Sign Yourself."

e




3rd Option

Fillin, print, sign, scan



Forod 3rd Option: Print, sign, scan -
. : EU-PROMENS

* Print the form, sign it with a pen.
* Take a photo or scan it with your phone.

* Please make sure to provide an accurate resolution. The scan has to be clear,
in A4, colour and not blurry.

* |Phone: Use the Notes-App
Android: Use a Scan-App

i

¥




—o Send or Upload all
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Send all Documents to the event manager

You have 2 Options here:

* Option 1:
Send all documents (travel expense report, if necessary Google maps screenshot,

all receipts) to: rani.bil@gfa-group.de
* Option 2:

Go to our website: https://eu-promens.eu/reimbursements

Password: eu-promens-exchange-1st wave-form

* Remember:

Check if alldocuments are attached: Receipts for travel (invoices, receipts, bank account statements), Travel Expense
Report signed (as Excel or PDF file)
Check if you need to add a screenshot of Google Maps


mailto:rani.bil@gfa-group.de
https://eu-promens.eu/reimbursements

Steps Recap

N\

\/ e Collect, rename and order all receipts

* |f possible, save as onefile

% Send or upload all Documents

e Check all pre-filled data

e Sign the Excel/ PDF file

e Fill in Travel Expense Report }
e Checkif you need to add something J




Rani will send you ...

1. ... This presentation for your records
2. ...Agoodsample for doing the Travel Expense Report
3. ... Yourpersonalised Travel Expense Report as Excel sheet




\

EU-PROMENS

Have a wonderful Exchange!

-



	Default Section
	Slide 1
	Slide 2: Goals

	Background Section
	Slide 3: Background Info
	Slide 4: Background Information
	Slide 5: Background Information
	Slide 6: About EU-PROMENS
	Slide 7: About EU-PROMENS
	Slide 8: About EU-PROMENS

	Quality Criteria
	Slide 9: Quality Criteria
	Slide 10: Matrix for Quality Criteria 

	Organisation
	Slide 11: Organisational Info
	Slide 12: Essential Conduct
	Slide 13: Event Timeline
	Slide 14: Groups
	Slide 15: Group lead
	Slide 16: Public Transport Guide for Finland Trip
	Slide 17: Public Transport Guide for Finland Trip
	Slide 18: Programme
	Slide 19: Programme – how to use it (example)
	Slide 20: Collaborate
	Slide 21: EU-PROMENS Community of Practice
	Slide 22: Communication in Finland
	Slide 23: Conclusive Workshop key discussion
	Slide 24: Conclusive workshop preparations

	Reimbursement
	Slide 25: Reimbursement
	Slide 26: Reimbursement
	Slide 27: Travels: what we reimburse
	Slide 28: Travels: we don’t reimburse
	Slide 29: Other Fees
	Slide 30: Procedure
	Slide 31: Steps for a smooth reimbursement
	Slide 32: Gather receipts
	Slide 33
	Slide 34: Fill in Excel Form
	Slide 35
	Slide 36
	Slide 37
	Slide 38: Sign the Form
	Slide 39
	Slide 40: 1st Option
	Slide 41
	Slide 42: 2nd Option
	Slide 43
	Slide 44: 3rd Option
	Slide 45
	Slide 46: Send or Upload all
	Slide 47
	Slide 48
	Slide 49: Rani will send you …

	Last Page
	Slide 50: Have a wonderful Exchange!


