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1 GENERAL 

1.1 Purpose of Travel Rules 

These Rules govern the reimbursement of expenses of business trips by university employees in Finland and abroad.

Travel expenses will be reimbursed according to the provisions of the general Collective Agreement of universities and the current instructions by the National Board of Taxes.

The University Travel Rules include more detailed explanations of the tax administration instructions and provide guidance in practical travel arrangements. These Travel Rules revoke all previous Rules issued by the University, as well as all eventual interpretations of such rules by individual units. These Rules shall be observed by all units of the University. 

The purpose of the Travel Rules is to support the University in achieving its objectives, by providing those travelling in University business with the guidance and service required by the effective and safe carrying out of travel, as well as to ensure that travel is implemented appropriately and in the most economical manner, bearing in mind the total cost. 

All business travel should be implemented cost-effectively. Cost-effectiveness is improved by the good planning of trips, by making reservations as early as possible, by developing the purchasing of travel services and by an effective monitoring of travel. Moreover, environmental and safety aspects should be included in the planning of travel. As an alternative to travel, other appropriate options, such as videoconferencing, should be considered. 

The amounts of per diems, meal money, allowances per kilometre, the maximum accommodation and hotel allowances and allowances for night travel are updated annually in these Rules. 

1.3 University travel administration 

The University Finance Unit is responsible for ensuring that the University has appropriate travel-related service agreements with travel agencies, hotels, insurance and charge card companies and the like. The modes of operation and practices of the travel administration are developed further to correspond to the needs of individual units, to ensure that the University meets its objectives. 

The Finance Unit is responsible for updating the University Travel Rules and advises employees and the units’ travel liaison officers on their application. 

At the Finance Unit, advice on business travel and the use of the travel management system is given by: 
main users of the Personnec Travel management system: Ulla Tainio, tel. 3551 6743 (Ulla.Tainio@uta.fi) and

Virpi Miettinen, tel. 3551 7548 (Virpi.Miettinen@uta.fi) 

The units are responsible, according to their own organisation, for compliance with these Travel Rules. The University personnel are obligated to comply with the Travel Rules.

1.4 Definitions related to travel 

1.4.1 Business travel/trip 

‘Business trip’ means any short-term trip by an employee for carrying out his/her duties, to a place distinct from his/her regular place of work.  If, due to the nature of his/her work, the employee has no regular place of work, any short trip by the employee from home to a temporary place of employment is considered a business trip. 

‘Employee’ refers to a person who has an employment contract with the University. 

Travel undertaken during a sick leave or a paid maternity, paternity or parental leave is not considered business travel, nor can any travel allowance be paid for it.
Chapter 7 deals with the reimbursement for arriving to the place of work of part-time teachers and travel by persons other than employees.

1.4.2 Place of work 

‘Regular place of work’ refers to the place where the employee regularly works. If, owing to the itinerant nature of the work, the employee has no regular place of employment, the main or regular place of work is considered to be the place where s/he receives her/his assignments and keeps the clothes, tools or materials used in the work, or any other location with a similar function in respect to her/his work. 

1.4.3 Travel expenses 

Travel expenses consist of the expenses incurred by the taxpayer because of business travel in Finland or abroad. Extra costs caused by business travel are considered to be travel expenses. Extra costs directly related to the travel are reimbursed. 

In the context of business travel, an ‘allowance for travel expenses proper’ refers to the reimbursement of travel tickets, seats or sleeping car berths and other comparable expenses directly related to travelling. 

1.4.5 Day of travel; start and end of trip 

‘Day of travel’ refers to a period of not more than 24 hours, beginning when the employee sets out on a business trip from his/her workplace or home. A day of travel ends when the employee returns from a business trip to his/her workplace or home. 

2 TRAVEL PLANNING 

Employees are expected to familiarise themselves with the University Travel Rules and comply with them. Travel expenses not based on the Rules are borne by the employee, who is also responsible for eventual other consequences of non-compliance. 

2.1 Travel Plan

An electronic Travel Plan must be submitted for all business travel, using the Personnec Travel system. The Travel Plan is approved electronically. The person approving the Travel Plan must be informed of the purpose and practical arrangements of the trip, as well as of the justification for costs caused by the trip and for a Travel Advance (if any).

An approved Travel Plan serves as a confirmation to the employee that the trip is considered business-related and that the employer will pay the costs.

The Travel Plan is approved by the Head of Department/Institute or a person delegated by her/him. No person may approve Travel Plans or Expenses Claims related to him-/herself.

The person approving the Travel Plan must ensure that the trip is relevant, and the approval of a Travel Plans depends on the purpose of the trip. 

2.2 Travel Advance 

The maximum amount payable as Travel Advance is 80% of the total cost of the trip. The advance must be applied for in the Travel Plan, in good time (2 weeks) before the date of the trip. The advance is paid through the travel management system directly to the employee’s bank account. In the case of an excessive advance payment, the excess will be deducted from the employee’s following Travel Expenses Claim or otherwise recovered to the University.

The University may entitle an employee to use a Eurocard charge card during business travel. This may be used to pay relevant costs during travel. The purpose of this arrangement is to eliminate the need for Travel Advances. University charge cards cannot be used for cash withdrawals.

2.3 Travel paid for by third parties 

A Travel Plan is also submitted when the travel costs are paid by a third party, if the trip in question involves travel abroad or, in the case of travel inside Finland, is over 24 hours in duration. A Travel Plan is not necessary for trips inside Finland of up to 24 hours, if no costs are incurred for the University. Those approving Travel Plans for trips paid for by a third party should particularly ensure that the trip is relevant to the employee’s work and that accepting payment for the trip does not endanger the unbiased management of the employee’s duties or confidence in the University’s position as a neutral and independent expert organisation. The body or person responsible for financing the trip must be stated in the Travel Plan.

Third parties should address their offers related to travel to the University, instead of to individual members of personnel. If such an offer is made directly to an individual, s/he must submit the matter for decision by the appropriate superior in the University organisation. 

Documents related to trips paid for by third parties are to be filed by each unit in such a way that for each such trip, the Travel Plan and its enclosures together with the Travel Report are available for an ex post audit as a single item.

2.4 Travel agency services 

The University has concluded a contract for travel agency services with Kaleva Travel. In order to decrease travel costs and to further develop travel processes, all travel agency services required by the University are purchased from the contract partner. 

The University has concluded a Travel Account contract with Kaleva Travel. The services purchased in connection with business travel from Kaleva Travel will be visible in the travel management system as an advance on the employee’s account. The travel account may not be used to pay for other than business travel.

Kaleva Travel telephone no. 0205 615 519 

Email: 



edu@kalevatravel.fi
Open: 


Mon–Fri 6.00 am to 8.00 pm

Hotline
 

24-hour hotline +358 (0) 205 615 100 

Address: Helsinki-Vantaa Airport, International Terminal T2, Service Floor 

Employees may also reserve flights, hotels and cars for both Finland and abroad through Kaleva Travel’s Plus Netgate online reservation service (including low-cost airlines and flights at Internet prices). Reservations may be made either by the employee or the unit’s travel liaison officer. The Netgate manual (in Finnish) can be accessed through the Finance Unit homepage. 

The profiles of University personnel have been entered in Kaleva Travel’s Plus Netgate online system. All employees are advised to check their personal information and complement it as necessary when first using the service. The service can be accessed through the Finance Unit homepage.

Advice on how to use the service is provided by Kaleva Travel’s E-service centre, tel. 0205 615 527. 

2.5 Charge cards

The University has concluded a contract with Eurocard, allowing University personnel to use a charge card to pay charges due to business travel (hotels, taxis and car rentals). A card will be issued upon application. 

2.6 Bonuses (e.g., Finnair Plus) 

All bonuses derived from business travel paid by the University are used by the University. 

Persons who travel abroad may join bonus programmes, such as Finnair’s Bonus programme.

A specific card must exist for the bonus points earned from business travel, which cannot be used to accrue points for private holiday flights. Finnair, for example, issues two cards: one for accruing points for business travel, the other for private holiday flights. The University’s contract with Kaleva Travel includes the management of bonus points. Travellers must sign an authorisation for the management of airline bonus points and send it to the Finance Unit.

Bonuses accrued for business travel are always used for business travel.

2.7 Travel insurance 

The University’s insurance policy for accidents at work covers the domestic and international business travel of University personnel with an employment contract.

The travel insurance of University personnel with an employment contract is valid on all trips abroad (including areas with risk of war). The insurance covers all persons with an employment contract with the University. In order for the travel insurance to be valid, travellers must always have a written/electronic Travel Plan when setting out. The insurance is automatically valid for the period between and including the first and last days of the trip, as specified in the Travel Plan. The insurance also covers luggage (up to EUR 1,500 per trip). The cost of the University’s general travel insurance is paid centrally by the University. 

Information concerning persons on a foreign secondment of more than three months is submitted separately to the insurance company. The cost of such insurance is covered by the unit responsible for the travel cost. The contact person in insurance matters is Divisional Secretary Eila Hyyrynmäki, tel. 3551 6209 (eila.hyyrynmaki@uta.fi)

The insurance company is IF Vahinkovakuutusyhtiö (property and casualty insurance). The number of the University insurance policy is 0009091050. 

The University will not pay for other travel insurance, whether related to single trips or personal annual insurance. 

In the event of accident or damage, the employee must personally claim compensation from the insurance company. The insurance company’s website, with instructions and forms (in Finnish), can be accessed through the Finance Unit homepage under ‘Matkat’. The originals of verifying documents (receipts etc.) must be enclosed with the claim. Copies of them are enclosed with the Travel Expenses Claim. When claiming compensation for costs paid by the University, e.g., ticket costs, the number of the University bank account must be included for payment of the compensation (University of Tampere, Nordea 114630-1112322). When claiming compensation for personal injury, illness or luggage, the number of the employee’s private bank account is included. Insurance cards are available from Travel Secretaries Ulla Tainio and Virpi Miettinen at the Finance Unit. 

2.8 Vaccinations 

The University pays the vaccination costs directly associated with business travel. However, employees are personally responsible for getting the necessary vaccinations. 

More information on vaccinations is available from the health care centres of each municipality or from occupational health care. Information should be found well in advance of the trip, as in some cases the vaccinations must be started 1–2 months before the trip. Additional information on the vaccinations recommended for various countries can also be found at the Ministry of Foreign Affairs’ website at www.formin.fi (in Finnish). 

2.9. Safety and environmental impact

When making the Travel Plan, factors affecting the employee’s safety must be observed. The Ministry of Foreign Affairs website includes instructions and the current travel bulletins for different countries at: (http://formin.finland.fi/public/default.aspx?nodeid=42126&contentlan=1&culture=fi-FI). When choosing the mode of travel, the environmental impact should also be considered. Rail travel is recommended for trips inside Finland, and as far as possible, international travel should also be undertaken in the most ecological manner.

3 IMPLEMENTING THE TRAVEL 

Business trips are to be carried out in as short a period and at as low a total cost as is appropriate and possible in view of the tasks to be managed. The grounds for the payment of travel cost allowances are not dependent on organisational position or other similar factors. 

In each case, the travel costs incurred are reimbursed according to the mode of travel that is the most economical and appropriate for the University. In general, using public transport (bus/coach, train or airplane) for business trips meets these requirements. Justification for other modes of travel must be given in the Travel Expenses Claim. 

If a more expensive mode of travel has been used without justifiable cause, the allowance will be based on the cheapest mode of public transport. In line with the economy principle, especially as regards air travel and the choice of accommodation, employees must always select the cheapest appropriate option. 

When estimating the total cost of a trip, the elements to consider include not only the allowance for travel expenses proper, per diems, accommodation or hotel allowance and other allowances for travel-related costs, but also eventual time saved due to the choice of mode of travel. 

When choosing the mode of travel, in addition to direct travel costs, other factors that affect the total cost, such as the effect of the trip on the use of working hours, should be borne in mind. 
3.1 Combining business trips with a holiday 

If justifiable grounds for combining a business trip with a holiday exist and they are accepted by the person approving the Travel Plan, the days which are holidays must be specified in the Travel Plan.  No allowance for travel expenses proper can be paid during a holiday. Per diems or accommodation allowances are not paid during holidays. However, an allowance for travel expenses proper may be paid to cover actual costs.

For justifiable grounds that lower the total cost of a trip (such as a cheap travel package for trips abroad), ‘extra travel time’ not in itself required by the travel programme may be included in the trip, but this will only be reimbursed if mentioned in the Travel Plan. The approval of ‘extra travel time’ is always subject to the requirement that the total travel cost will be significantly decreased, that the longer duration of the trip is in a reasonable proportion to the savings achieved, and that the trip is actually implemented in a way which is the most advantageous for the University. 

Per diems are paid for the travelling days during a business trip and for the actual working days at the destination (according to programme) and for one extra day at most (such as a day used to prepare for a meeting). 

3.2 Use of private car

A private car may be used for business travel when it is the most economical and appropriate mode of travel. In addition to the cost, the total duration of the trip, the effect on the use of working hours and significant savings of leisure hours may be taken into account when comparing modes of travel. Public transport is recommended on conference and education or training trips. The grounds for the use of private car must always be presented. For short trips, an allowance for the use of private car is only possible for particularly weighty reasons.

The allowance for using a private car is 45 cents per kilometre. Extra allowances per kilometre are presented in Annex 3. 

Occasional use of private car 

For a justifiable reason, an employee with no permission for the regular use of private car may occasionally use his/her private car for business travel. The payment of an allowance for using a private car owned or managed by an employee on a business trip is decided when approving the Travel Plan proposing the use of private car.

Regular use of private car 

If the nature and scope of an employee’s work is such that business travel forms a permanent and essential part of it, the University may permit such a person to use a private car regularly. Permission for the regular use of private car may be granted by the Director of Administration.

A permission for the regular use of private car for business travel does not entitle its holder to deviate from the requirements of appropriateness and overall economy. However, if a person undertakes business travel by private car on his/her own initiative, the travel allowance will be based on the cheapest mode of public transport.

A person with permission for the regular use of private car must also keep a travel record, which serves as a basis for the Travel Expenses Claim. 

3.3 Taxi 

The use of a taxi is allowed if the employee has not been able to use public transport in a manner deemed to be reasonable, or if using it is not possible or appropriate. 

The taxi receipt must always include the date, the sum paid and the trip driven (from–to). In addition, the Travel Expenses Claim must include the names of any persons sharing the taxi, and the grounds for its use. 

3.4 Air travel 

The University has joined in Hansel’s framework agreement on air travel. Under this agreement the University can make use of special prices which apply to reservations made through Kaleva Travel’s Plus Netgate reservation system. 

Bonuses accrued during business travel (such as the Finnair Plus and SAS Euro Bonus systems) are the property of the University, and eventual free tickets or overnight stays will be used for business trips. 

Business Class may only be used in exceptional cases and when approved in the Travel Plan. Reasons for using the Business Class include:

· the employee’s physical disability, illness or advanced pregnancy necessitates the use of more space

· the trip is indispensable and could not be postponed although Tourist Class tickets were not available 

· it is not possible to observe restrictions on the use of a special-price ticket (e.g., reservation and payment of ticket X days before trip or required length of stay at destination) 

Business travel on what are called ticketless flights is subject to the same rules as other travel. If the employee has paid for the ticket personally, a receipt for the payment must be enclosed with the Travel Expenses Claim. The confirmation for a ticketless flight is also enclosed with the Travel Expenses Claim. 

3.5 Train travel 

The University has joined in Hansel’s framework agreement on train travel, under which University personnel receive a 15-% discount on business travel by train. The discount is only granted when using VR’s Travel Account/card for payment. 

If the tickets are to be picked up at the station, they may be reserved without service charge at VR’s Business Sales (yritysmyynti.tampere@vr.fi). They may also be bought directly from VR’s ticket sales or at its website www.vr.fi, using the Travel Account card, in which case there will be no extra cost.

3.6 Sea travel 

The University has joined in Hansel’s framework agreement for sea travel. The price information can be accessed through Hansel’s travel pages (in Finnish), as well as through Kaleva Travel. Reservations can also be made directly with shipping companies. When making a reservation it should be mentioned that the trip is paid by the University of Tampere, so that contract prices will be applied. For conference cruises it is recommended that a special offer is requested directly from shipping companies or the travel agency. 

3.7 Allowances for other travel costs 

Fees payable for parking cars at airports, railway stations and hotels are reimbursed according to receipt. 

For travel by taxi, chartered plane, rented car or other vehicle, the actual cost (except where deemed to be excessive) is reimbursed. 

Emission charges are not reimbursed. Environmental aspects should be taken into account when deciding about the trip. 
4 ACCOMMODATION 

4.1 Hotels to be used 

The University has joined in Hansel’s framework agreement on accommodation services in Finland and abroad. The price information can be accessed through Hansel’s travel pages (in Finnish), as well as through Kaleva Travel. 

When reserving hotel rooms for university-related travel by phone it should be mentioned that the accommodation is paid by the University of Tampere. In this way, special prices will be applied. Hotel reservations may be made through Kaleva Travel’s Netgate/hotelzon reservation system (in Finnish), which can be accessed through the Finance Unit home page. The system contains the profiles of University personnel. Reservations can also be made directly with hotels.

RESERVATIONS MADE THROUGH THE INTERNET ARE FREE OF SERVICE CHARGE. 

Hotel accommodation in Finland is paid at the hotel with a charge card or in cash, or the hotel is requested to send an invoice. Hotel accommodation abroad is paid at the hotel with a charge card or in cash. 

4.2 Hotel and accommodation allowance 

Accommodation allowance is paid on the basis of a receipt given by the hotel or other reliable verification, which is enclosed to the Travel Expenses Claim. If the price of accommodation includes meals, the allowance will only cover the room price. However, if breakfast is included in the total room price and the customer cannot choose whether to pay for breakfast separately, the price of breakfast will not be deducted from the allowance. If a separate charge not included in the accommodation price is made for breakfast, no separate allowance is paid for breakfast. 

Against a reliable explanation, the price of a single room may be reimbursed even if a person has used a double room (such as when travelling with spouse).

When travelling abroad, the hotel allowance includes the basic room price, eventual tax and a fixed service charge. For hotels other than those included in the contract, the price of a single room may be reimbursed if the employee presents the hotel’s price list. 

4.3 Reimbursable costs 

Costs to be reimbursed do not include entertainment or convenience services debited in connection with the room price. Other costs not reimbursed include sauna or gym charges or TV viewing charges. 

If the price of accommodation includes meals other than breakfast (e.g., full board), allowance will only be paid for the room price. In order that accommodation costs are not confused with costs covered by the per diem, it is considered appropriate that the hotel invoice includes a specification of the meals included, according to what has been debited.

4.4 Maximum limits of hotel and accommodation allowance 

The maximum limits of accommodation allowance in Finland per day of travel are as follows: Helsinki, Espoo, Vantaa and Kauniainen: EUR 158/night, other municipalities: EUR 98/night.

The maximum limits for accommodation allowances abroad are set out in Appendix 1. 

If the employee, for a special reason not due to him-/herself, such as shortage of accommodation or other reason, has had to pay a higher accommodation price than the maximum allowed, an explanation is to be included in the Travel Expenses Claim to justify this. 

5 PER DIEMS 

5.1 Conditions for payment of per diems 

‘Per diem’ refers to the reimbursement of a reasonable increase in meal and other living expenses incurred by the employee during business travel. An allowance for travel expenses proper or accommodation expenses is not included in the per diem. 

The payment of per diem requires that the temporary place of work is situated at a distance of over 15 kilometres from either the person’s regular place of work or home, depending on where the trip started. In addition, the temporary place of work must be at a distance of more than 5 kilometres from both the regular place of work and the home. 

If the employer does not order the employee to make a business trip, i.e., the trip is undertaken on the employee’s initiative, the person approving the Travel Plan may decide that the employee is permitted to travel but the per diems are withheld in part or completely. The decision concerning per diems must be entered in the Travel Plan. An employee may decide not to undertake a business trip for which the per diems are withheld.

5.2 Per diem amounts

5.2.1 Domestic per diem 

Depending on the duration of the trip, the hourly limits applied to domestic per diems are:

Duration of business trip 
 

· over 6 hours 

partial per diem 

· over 10 hours 

full per diem 

When the time used for the trip exceeds the last full day of travel

· by not less than 2 hours 
partial per diem 

· by over 6 hours

 full per diem 

The amounts of per diems for domestic business trips are: 

· full per diem EUR 36 

· partial per diem EUR 16 

· meal money EUR 9 

· allowance for night travel EUR 10

5.2.2 Foreign per diems 

The maximum amounts of per diems payable for foreign business travel are set out in Appendix 1. 

The per diem is calculated per day of travel. A day of travel is 24 hours from the beginning of a business trip, or 24 hours from the end of the preceding day of travel. 

The maximum per diem is defined on the basis of the country or region where the day of foreign travel ends.  If the day of travel ends on board a ship or an airplane, the per diem is determined according to the country or region from which the ship/airplane last departed or, when leaving Finland, where it will first arrive. 

On returning to Finland, the employee is entitled to half of the per diem for foreign travel paid for the last completed day of travel, if the duration of the business trip exceeds by more than two hours the last full day of travel which ended in foreign territory or on board a ship or airplane departing from such a territory. 

If the time used for a business trip exceeds, by more than ten hours, the last full day of travel which ended in foreign territory or on board a ship or airplane departing from such a territory, the employee is entitled to the per diem for foreign travel for the last full day of travel. The maximum amount of the per diem payable for a full or partial day of travel beginning after returning to Finland is determined according to domestic per diem regulations. 

For any business trip in foreign countries lasting a minimum of 10 hours, the employee is entitled to the per diem confirmed for the country in question. If the total duration of the trip is shorter than 10 hours, the per diem should be paid in accordance with the provisions and amounts applicable to domestic travel.

 5.3 Free meals and per diems 

For a day of travel, if the employee receives free meals or meals included in the price of a ticket or a hotel room, the per diem will be reduced by 50%. ‘Free meals’ means, in the case of full per diem, two free meals and, in the case of partial per diem, one free meal.

A person who participates in a training or other similar event arranged by the University cannot receive per diems if the University takes care of the accommodation and meal costs of the event. 

Per diems are not paid for events whose main purpose is the building of team spirit, recreation, etc. 

5.5 Travelling day allowance

If an employee is ordered by the employer to travel on a Saturday, Sunday or national holiday in such a way that the time used for actual travelling is no less than five hours, EUR 55 will be payable as a travelling day allowance. The time used in actual travelling is not regarded as working hours.

The travelling day allowance is not paid to employees in a managerial position under Chapter 4, Section 16(4) of the Collective Agreement, or to employees who are personally able to decide when they undertake business travel or about the arrangements of working and leisure hours. The allowance is not paid if time classifiable as working hours accrues during the above-mentioned day, or if an allowance is paid for travelling on the basis of specific rules in a manner other than that specified in the Collective Agreement.

 5.6 Other allowances 

Meal money

The payment of meal money requires that no per diem is paid for the business trip and that the assignment prevents the employee from having a meal where s/he normally eats during a meal break The maximum amount of meal money is EUR 9. The trip must be business-related, in other words, the employee is carrying out a task ordered by the employer outside the regular place of work. 
Allowance for night travel 

An allowance for night travel requires that a minimum of 4 hours during a day of travel entitling to a per diem fall between 9 pm and 7 am and that the employer neither arranges free accommodation for the employee nor pays for accommodation or a sleeper berth. The maximum allowance for night travel is EUR 10. 

Specific allowances for travel abroad 

In addition to what has been mentioned above, the following costs are reimbursed in connection with business travel abroad (according to receipts): 

1) airport tax. 

2) visa charges and indispensable medication and vaccination costs, 

3) indispensable telephone and telefax costs due to travel arrangements and work duties, 

where reasonably justified, 

4) charges for safety deposit boxes in connection with hotel accommodation, and 

5) other compulsory charges comparable to the above. 

6 AFTER THE TRIP 

6.1 Travel Expenses Claim 

The reimbursement of travel costs is applied for by a written/electronic Travel Expenses Claim. The claim must be submitted within two months of the end of the trip. Otherwise, the entitlement to reimbursement and Travel Advance (if any) may be lost. The Travel Expenses Claim is completed in the Travel management system. The employee must present a receipt or other reliable verification of all costs incurred during the trip for which reimbursement is claimed or which have an impact on the amount reimbursed. 

If the claim is submitted more than two months after the end of the trip, a maximum of 50% of the per diems is paid. If the claim is submitted more than six months after the end of the trip, no per diems are paid. 

When more than two months have elapsed from the end of the trip, other costs will only be reimbursed upon an application to the Finance Unit. In exceptional cases and on application, reimbursement may be granted even where not claimed within the deadline. A written application concerning this must be submitted to the Finance Unit.

The Travel Expenses Claim is accompanied by  

· receipts for all expenses incurred during the trip 

· flight ticket stubs and other verification (confirmation of ticketless flight) with a bearing on the reimbursement

· conference programme or equivalent

· receipts for participation fees 

The travel account advances of the travel agency must always be linked with the Travel Expenses Claim, since only linked advances will be transferred to bookkeeping. 

Taxi receipts are enclosed with the Travel Expenses Claim. In the absence of a receipt, the maximum allowance for the use of a taxi will be equal to the cost of public transport. Receipts for taxi trips paid by a University Eurocard are enclosed with the Eurocard invoice. 

If part of the trip is paid by a third party, the Travel Expenses Claim must show the name of the outside payer and an explanation of the costs (copies of flight ticket stubs or an electronic flight confirmation) that they will pay. The payment of per diems, for example, requires that these matters are explained in the Travel Expenses Claim. 

6.2 Approval and payment of Travel Expenses Claims 

The University Code of Financial Practices provides the general principles of approving expenditure. Employees may not approve their personal Travel Expenses Claims.

The numerical and content checking of the Travel Expenses Claims is carried out by the units, according to good accounting practice. The numerical check verifies that all calculations are correct and compares the enclosures with the claim. The content check verifies that the trip complied with the Travel Rules and that the reimbursement to be paid is in line with agreements. The numerical and content check of Travel Expenses Claims is carried out in Personnec Travel. 

After the checks and approval, the Finance Unit will transfer the sum claimed to the employee’s bank account. 

TRAVEL BY PART-TIME TEACHERS AND PERSONS OTHER THAN EMPLOYEES

Tax-exempt allowances for travel expenses may only be paid to employees, to special groups mentioned in Chapter 7.4 and persons in the position of an employee. The allowance for travel expenses refers to all allowances related to travel, including per diems and allowances for travel tickets and other travelling services. 

For a justifiable reason, travel expenses may be reimbursed according to agreement, even if they do not meet the conditions of tax-exempt expense allowances. After checks and approval, claims concerning taxable travel expenses are sent to Salaries. The claim will be paid through the payroll system, with a PAYE deduction corresponding to that made on the person’s pay.

7.1 Part-time teachers

Travel between the employee’s home and regular place of work is not considered a business trip. Since part-time teachers have an employment contract with the University, the trip to the agreed place of teaching is not a business trip. However, where necessary, a teacher with an hourly pay may receive an allowance for travel expenses, which is taxable. The tax administration considers an allowance for the trip to the place of work to be taxable income.

7.2 Students, grant holders and pensioners

Tax-exempt allowances cannot be paid to students, grant holders or pensioners, since they are not employees and the University may not order them to undertake business travel. 

Where necessary, travel grants may be made to students and grant holders. The decision on travel grants is made by the Head of Department/Institute. Where necessary, the same decision may cover grants to several students. The recipient of a travel grant fills in a payment request form, and the grant is paid through Salaries to his/her bank account. The recipient of a travel grant is not required to present receipts or other reports of the costs incurred. However, the grant may be revoked if the trip is not made.

In special cases, according to the interpretation of the tax authority, a person in the position of an employee may be regarded as an employee. This means that the person undertakes travel in order to work for the University despite not being paid. Such situations may arise, for example, when a student is asked to travel to a fair and manage the University stand. In this case, the allowances are tax-exempt. In contrast, travel related to studies is not eligible for tax-exempt allowances. 
Travel expenses paid to pensioners are taxable.

7.3 Persons employed by third parties

Persons employed by third parties are also regarded as being in the position of an employee if they work for the University.

Trips by students of post-graduate schools employed by another university are not considered to be business-related, since the primary purpose of such a trip is to further the completion of a degree and not to work for the university. Students of post-graduate schools may bill the university that is employing them, which will then invoice the co-ordinating university. Alternatively, students of post-graduate schools may also receive travel grants.

Companies may receive reimbursement under service agreements for travel expenses included in the services rendered. 

7.4. Meeting participants and experts

Allowances for travel expenses related to attendance at meetings, membership of a governing body, individual lecture or speech or expert task are tax-exempt, under a decision by the tax administration. This does not depend on whether the person receives a fee. Since the person does not have an employment contract with the University, the trip in question is not a trip to the place of work.

7.5 Foreign nationals

Experts, lecturers and other similar persons invited to Finland for a short period, who have a permanent job abroad, may receive, in addition to their pay, a tax-exempt per diem equal to domestic per diem. They may also receive an allowance for accommodation and travel tickets against receipt.

Persons without a permanent job elsewhere, such as students or trainees, may not receive tax-exempt allowances.


