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1. INTRODUCTION 

This travel policy has been established to ensure that Cancer Patients Europe ("CPE") 
is able to operate in an efficient, effective, and responsible manner while also ensuring 
the safety and well-being of its staff (consultants, employees, interns and volunteers), 
Board Members, full and associate members, speakers and invited guests.  

This policy outlines the guidelines and procedures for official travel, and is to help 
minimise risks, reduce expenses, and ensure compliance with legal and ethical 
standards. 

 
2. ELIGIBLE PERSONS 

The following persons are eligible for reimbursement of travel expenses where the 
expenditure has been approved subject to section 4 for travel on official business, 
including domestic and international travel: 

 All staff (consultants, employees, interns and volunteers) 
 CPE Board Members 
 Full and associate members of CPE  
 Speakers and other guests invited to any of CPE’s events 

 
3. RESPONSIBILITIES 

The following individuals are responsible for ensuring compliance with this policy: 

 The CEO is responsible for overseeing the implementation of this policy and 
ensuring that it is reviewed and updated regularly. 

 The Administration Officer is responsible for managing the financial aspects of 
travel and ensuring that expenses are properly documented and reimbursed. 

 Staff, Board Members, members, speakers and guests are responsible for 
complying with this policy and ensuring that their travel arrangements are booked 
and managed in accordance with the guidelines set forth in this policy. 

 
4. TRAVEL AUTHORISATION 

All travel must be authorised in advance by the CEO with the Administration Officer in 
copy. The authorisation process includes the completion of a Travel Request to be 
submitted by email for approval and must include the following information: 

 Purpose of travel 
 Project/event 
 Destination 
 Dates of travel 
 Mode of transport* 
 Accommodation*   
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 Any special requirements or requests 
 
* Please indicate if pre-booked by the organisers or if to be booked via the travel 
agency. 
 

Once the travel request has been approved, the person requesting the travel can 
contact the travel agency that manages CPE’s travel, with the Administration Officer in 
copy.  

 
5. TRAVEL EXPENSES 

CPE will reimburse reasonable and necessary expenses incurred during official travel, 
including the following: 

 Transport - CPE will reimburse for economy-class airfare, train tickets, or mileage 
(at the current government rate of the country where the journey starts) for use of 
personal vehicles. 

 Local transport - CPE will reimburse for public transport (metro, bus, tram). 
 Accommodation - CPE will reimburse for reasonable and necessary 

accommodation expenses, including hotel rooms, hostels, or Airbnb. 
 Meals - CPE will reimburse for reasonable and necessary meal expenses, including 

breakfast, lunch, and dinner. 
 Incidentals - CPE will reimburse for reasonable and necessary incidental 

expenses, including tips, tolls, and parking fees. 
 Change of booking - Charges or penalties incurred for a change of booking only 

if prior approval has been granted. 

The following expenses are not eligible for reimbursement: 

 Personal entertainment expenses 
 Gifts or souvenirs 
 Travel insurance 
 Expenses incurred outside of the approved travel dates 

Staff, Board Members, members, speakers and guests are expected to keep expenses 
to a minimum and avoid unnecessary or extravagant expenditures.  

 
6. USE OF TAXIS 

The CPE will reimburse the cost of taxis in the following circumstances: 

 No local public transport is available 
 Early departure from or late arrival to airport, hotel, train/bus station 
 An emergency 

Wherever possible, taxis or specially arranged transport services should be shared. 
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7. SUBMSSION OF TRAVEL EXPENSES 

All expenses must be properly documented and submitted for reimbursement within 30 
days of the completion of travel.  

CPE’s travel expense claim form is to be submitted to the Administration Officer along 
with all the relevant scanned invoices/receipts in one PDF file. 

If the travel is to outside the Eurozone, proof of the Euro amount charged to the bank 
card used can be included.  Alternatively the Administration Officer will use the official 
Euro exchange rate at InforEuro, the exchange rate of the Euro currency for the month 
the travel took place. 

The reimbursement shall be made by the last day of the month following the submission 
of the claim. 

  
8. TRAVEL SAFETY 

The safety of all staff, Board Members, full and associate members, and guests is a 
top priority. The following guidelines must be followed to ensure safety during travel: 

 Caution and good judgment must be exercised when travelling, particularly when 
travelling alone or in unfamiliar locations. 

 Local laws and regulations, including traffic laws and regulations, must be complied 
with at all times. 

 
9. CONTACT INFORMATION 

If you have any questions or require clarifications, please write to the Administration 
Officer at administration@cancerpatientseurope.org. 

 
 
Approved by:  
 
 
 
 
 
________________     ________________ 
Francisco Lozano     Merel Hennink 
Chair of the Board     Secretary 
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