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Internal Communication Team
Field Reporter Application Form
Personal Information
Name: [Type text]

[Type text]Age: 

Nationality: [Type text]

Current country of residence: [Type text]

Current address: [Type text]

Erasmus Mundus Master Program: [Type text]

Are you a member of EMA? [Type text]


Proposal
1. About the event

Name of the event: [Type text]

Field of knowledge: [Type text]

Duration of the event: [Type text][Type text] to 


Location of the event: 

Address: [Type text]

City: [Type text]
Country: [Type text]

Why is it relevant to the EMA Community? (please explain in up to 100 words)
[Type text]


2. About your short trip
City: [Type text] 
                             Country:  [Type text]


Date (dd/mm/yyyy):      /    /
Distance from you current location: [Type text] km
3. About Reimbursement
Total estimate of costs*: [Type text] €
Detailed estimate of costs:

	ESTIMATE OF COSTS

	Transportation
	Origin / Destination
	Price

€

	
	
	

	Registration fees


	Price

€

	Accommodation


	Price

€

	Other expenses (please specify)


	Price

€

	TOTAL*
	€


*Please note that the IC Team will reimburse costs up to €100 (one hundred Euros) cap sum.


Please remember:

· Submit the application by email to reporter@em-a.eu  to the Internal Communication Team at least two weeks before the date of the event. 
· The IC team will notify you within 48 hours that the proposal has been received, and will reply with a decision within 5 days.

· Fees not listed in the Application Form will not be refunded later even if original receipts are provided.

· If you would like to report on events which do not require reimbursement of costs, please leave the <About Reimbursement> section of this Application Form blank.
Also note that:
· On acceptance of a proposal by the Internal Communication team, in order to have the expenses covered, the reporter should provide:

1. A short article of 200-400 words describing the event attended;

2. At least 3 pictures of the event, which must:

· be sent in digital format with resolution of no less than 200 pixels 

· not exceed 500KB of weight each

· be sent in JEPG format (.jpg)

3. Links for more information on the event.

· The deadline for the submission of the article and material about the event is one week after the event is over.

· On failure to meet the set deadline and to turn in the article, the Field Reporter will not be reimbursed for his/her expenses.

About the reimbursement:

· Just log in to the EMA Community (http://community.em-a.eu) and click on Reimbursement. Fill in the online form and follow all the instructions. 

· Please note that the Reporter should send all originals of the receipts and boarding passes (if applicable), along with the Reimbursement Form by mail to the service provider ICUnet within one week of the end of the event to the following address: 

ICUnet.AG

Natalia Spartakova (EMA)
Barbarastrasse 5

50735 Cologne
Germany

· Based on the receipts and the projected expenses stated on the Application Form, the real expenses stated on the Reimbursement Form, and on the acceptance of the article, ICUnet will reimburse the Field Reporter to his/her account details within 14 days after receiving the travel or other documents.
· In case there is a difference in the Reporter’s real expenses and the projected expenses stated in the Application Form, the Internal Communication Team reserves the right to reimburse the Reporter with the lowest amount unless the Reporter presents a plausible justification. In any case, the total amount to be reimbursed still cannot go over the total of €100 (one hundred Euros).  

· Please read the entire Field Reporter Guidelines online at www.em-a.eu. 
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