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TO THE HEAD OF THE DEPARTMENT
The undersigned……………………………………………………………………………..

born on………………………………..............at…………………….……………………...
based in………………………………………postal code ………..………..………………
street…………………………………………..country………………………….…………
tax domicile (not to be filled if it is the same of the residence)…………………………………………………………………..…….………………………………………………………………………………………………………….
nationality…...………………………………………………………………………………
tax code…………………………..…VAT number…………...…………………………….

called to carry out, at the Università Politecnica delle Marche, the following appointment
CONFERENCE about…………………………………………………………………….. ……………….……………………………………………………………………………...
……………………………………………………………………………………………….
aware of the penal sanctions, in case of false statements, production or use of false documents, according to the art. 76 of the D.P.R. 445, 28th of December 2000

DECLARE:

· To have carried out the above-mentioned conference on the date…….………….………..….……..at the hour……….…………….…………..;

· To know the university regulation which regulates the current appointment and to fully accept it
;

· Not to disclose any confidential information about people or events he/she will know carrying out the appointment;
· Not to have received other appointments as lecturer or speaker from Università Politecnica delle Marche;

otherwise
· To have received only another appointment as..…………………………………… from………………..……..………………………………………………………… on the date ……………………………………………………………………….….

· No to exercise professional activities of self-employment (freelance works) 

otherwise

· To habitually carry out professional activities of self-employment (art. 53, 1° comma, DPR 917/86)

The undersigned asks that, according to what was agreed with Prof. …………………...…

· The amount € ……….. (max € 500,00)

And/or

·  The reimbursement of the following expenses:

-
accommodation: € …………… and attaches no. ….. invoices
-
meals: € …………… and attaches no. ….. invoices (max € 70/day)

-
travel: € …………… and attaches no. ….. invoices (tickets, tolls, …)
-
Own means of transport (1/5 fuel price) from…………….….………to………..………………for a total of km………………., as shown by the attached document. The use of the own means of transport is justified by
: ………………………………………………………………………………………….

Is paid by one of the following methods:

· Bank/postal transfer at………………………………………………………………………
Bank/postal account…………………….ABI…………………..CAB…………….……….

IBAN………………………………………..………………………………………………

(code ABA/ROUTING NUMBER required for payments in USA) ……………………………………………………………………………………………….

· withdrawal of cash money.
The undersigned declares to have read of the policy provided by the art. 13 the UE regulation 2016/679 ("GDPR") 27th April 2016, about the treatment of personal data regarding the holders of assignments of external collaborations and research fellowiship at Università Politecnica delle Marche to carry out the appointment, approved by D.R. no. 594 22th May 2019, published on the website of the Università Politecnica delle Marche at the section “Privacy”.

Ancona, ________________








                        Sign
______________________________
ATTACHMENTS:

-
declaration of tax position (ONLY in case of professionals or occasional employees who collect a monetary reward too) 

-
copy of an identity document


-
original invoices (in case of ONLY expenses reimbursement to occasional employees)
-
copy of the invoices (in case of ONLY expenses reimbursement in addition to a monetary reward or expenses incurred by professionals)
The professional must send his/her professional fee (which includes the agreed amount, monetary reward and/or expenses reimbursement), in digital format, using the following references:

Unique Office Code: UFHSA5

Administration reference: 040027 

The professional must present the self-certification of contribution regularity. 
� Regulation “Scambi culturali, convegni, congressi, tavole rotonde, seminari, conferenze e manifestazioni consimili” approved by Rector's Decree no.68 23th November 1998.


Art.4 (Monetary rewards and expenses reimbursements to lecturers and speakers) 


Monetary rewards and expenses reimbursements, described by point 3 of the article 1, to lecturers and speakers can be granted with respect to the following limits: �- € 500,00 as a monetary reward to each lecturer; higher amounts, in case of distinguished scholars or authorities whose participations give prestige to the event, must be preventively authorized by Board of Directors; �- Expenses reimbursements of travel, meals and accommodation, within the limits fixed by the group 1 in the table "Tabella - Trattamento di Missione" attached to the “Regolamento Missioni”, upon presentation of original invoices.


The appointments as lecturers and speakers, with expenses to be covered by Central Administration and Centers, can be confered to the same person with a maximum of 2 per year.





� In case of only expenses reimbursement, if the provider is not a professional the reimbursement is not subjected to the fee defined by the art. 25, d.p.r. 600/1973, according to the answer 49/E-2013 provided by Agenzia delle Entrate. Instead, if the occasional provider collects a monetary reward too, the total amount is subjected to the mentioned fee. 


The professional must always present the invoice, also in case of only expenses reimbursement, which will be subjected to taxation.


� The use of own means of transport can be authorized only if one of the following conditions is met:	


1. It results economically more convenient if compared to ordinary means of transport: the convenience must be verified considering the overall expenses (travel allowance, travel expenses, meals and eventually accommodation expenses) and comparing both scenarios, with ordinary and own means of transport.


2. It is necessary to reach the venue of the event or come back with justified urgency.	


3. The venue of the event is not served by ordinary means of transport or their timetable is not compatible with the start/end time of the event.


4. It is required, during the same day, to be present in more than one venue not well connected by ordinary means of transport.


5. It is indispensable, in order to carry out the appointment, the transport of scientific material or fragile or bulky equipment.


The reimbursement is computed as 1/5 of the daily price of fuel (MEF website) multiplied by the kilometres travelled. 














