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WHERE?
Link Unicam Web site

https://www.unicam.it/sites/default/files/regolamenti/REGOLAMENTO%20MISSIONI
%20SETT%202024%20PER%20PUBBLICAZ.pdf

IMPORTANT: 1st step

READ “MISSIONI” RULES



“Missione”: Where and when

WHERE: is permitted outside the ordinary place of service or the habitual residence 
and more than 10 kilometers from the place of service and habitual residence, both 
on Italy and abroad.
WHEN:  Reimbursement for “missione” carried out continuously in the same location is 
paid up to a maximum of 240 days. 
For missions carried out abroad this limit is reduced to 180 days.  ref. Art.1
Daily “Missione”: 
• less than 4 hours: travel only
• from 4 to 8 hours: travel + 1 meal (€40.00 per meal)
• more than 8 hours: travel + 2 meals (max 3 receipts, €80.00 total) ref. Art.8



PLACE OF EMPLOYMENT and HOST SITE

if the Phd student carries out his research activity at a HOST PLACE 

or in his country of RESIDENCE, this place is considered as a PLACE 

OF SERVICE.  It isn’t possible to reimburse any travel expenses for 

these destinations.

“Missione”: Where and when



Authorization
• make the request at least two days before departure in Easy Unicam 

web site, whit your personal credentials

https://easy.unicam.it/Home/Index

• For travel exceeding 30 days, express authorization must be obtained 

from the council or director of the school you belong.

• No authorization is needed for the mandatory  minimun 6-month 

period abroad for Phd students. (ref. Art.5 )

     

  

https://easy.unicam.it/Home/Index


Authorization

“MISSIONE” MAY START AT MOST ONE DAY BEFORE AND END AT 

MOST ONE DAY AFTER THE EVENT OR PURPOSE OF THE “MISSIONE”

Students can leave or return before or after this limit, but only travel 

expenses will be reimbursed. 

Other expenses cannot be refunded to the student for 

the excess period. 
ref. Art 5 paragraph 8



Advanced request
• in Easy Unicam web site
• at least 10 days before departur
• The student must present in the request the expenses already incurred or estimated
• Advance amount: 75% of the expenses presented
• eligible expenses: trip, food, accomodation

 Estimated expenses must be similar to the expenses actually incurred
When the travel is over: all invoices and receipts of expenses incurred must be presented, 
including those presented on advance request
If you didn’t complete the mission or received an excessive advance:
you must contact administration to return the advance. If the office contacts you about the return, 
you must make the return as soon as possible.

 If you have to return the advance or a portion of the advance we cannot give you 
another for future “missioni”

ref. Art 7



Invoices and receipts: how they should be

• original form (no copy, no foto)

• readable and unmodified

• NO GENERAL ITEMS  es. bar- food

• must be the expenses of only one person. If the expense is for more than one person,  the expense will be 
divided by the people number.  

It is not possible to reimburse an expense for more than one person, even if other students are on the same 
“missione”. 

• “speaking receipts”: the receipt must contain: date, description of what you bought, the amount you spent, 
people number and yor name when it’s possible (es. accomodation invoices)

• the administration cannot reimburse expenses that only have an electronic payment receipt, they are not 
“speaking” receipts

• Online purchases: must certify payment and contain what is requested above; online reservations cannot be 
used for refund requests.



Examples
“Speaking receipts” only Electronic payment Online purchases:



Very important!

the documentation must be submitted in 

original format, complete and sorted by 

date, in order to facilitate and speed up 

the reimbursement procedures 



New Legge Finanziaria 2025
From 2025, invoices and receipts can only be refunded if paid with 

traceable payment method
Which payment method is not traceable? CASH

Traceable payments method are:
• bancomat or debit cards
• credit cards or prepaid cards
• bank transfer
• bank check or cashier's check
• smartphone payment applications linked to a bank account
• MAV

therefore YOU MUST PRESENT BOTH THE “SPEAKING” RECEIPT 
AND THE TRACEABLE PAYMENT RECEIPT



Reimbursable expenses: MEALS
MEALS : within the limit of 3 daily receipts (including breakfast if not provided in the 
accommodation). There is no reimbursement of breakfast for missions lasting less than 2 days 
and for the first day of the mission.
Spending limit

⚬ Italia max 80€/day;
⚬ Abroad, refer to the tables in Annex B. Each country had different limits. 

              (DM. 23 marzo 2011- Ministero degli Affari Esteri)
• if your trip lasts more than two days, you can buy food in public establishments (es.  market, 

food store). If the amount exceeds the authorized daily maximum, the difference will be 
deducted from the refundable amounts for the following days.

It is not possible to present an expense of food bought in market or store on the last day of the 
mission.  ref. Art 8

ALL EXPENSES MUST BE REFERRED ONLY TO MEALS AND FOOD



Reimbursable expenses: 
ACCOMODATION

Accomodation: 

• Italia max 200€/day;

• Abroad, refer to the tables in Annex B. Each country had different limits. 

       (DM. 23 marzo 2011- Ministero degli Affari Esteri)

•  minimum distance to use accommodation on daily trips: 80km

• category: non-luxury category room for single use, half board or full board allowed

What to present in case of  APT RENT: 

• contract with name of the subject, duration and monthly rent

• bank payment receipts in which the reference month is specified             (ref. Art 9)



Reimbursable expenses: TRAVEL
TRAVEL: you must present ALL the original tickets.
• Ordinary transport: Train, bus, metro. Frecciarossa or similar base std. 
• Flight: invoice + boarding pass. Tickets’ type economy - closed. 
• taxi: max 25,00 €/day for city taxi DM 23 marzo 2011
• If you use your car: you must ask for authorization when you fill out the 

request on Easy Unicam web site. 
•  you must activate the insurance Polizza Kasco (whne you fill out your 

request on Easy Unicam web site, check the flag ). If you travel on a highway 
toll road, you must prestent entry and exit uinvoices. 

• Park and toll reimbursment is only for those who have taken his car and not 
for those who traveled with him                                   Ref. Art.10-11 



Reimbursable expenses
Conferences and congress registratio:  You must present
• invoice
• certificate of participation                                        ref. Art 13 paragraph 14

Other expenses:
• poster printing
• travel insurance
• entry visa
• mandatory vaccinations
• museum tickets entrance if included in the event. (you must also deliver the 

program of the event in which they are written)
                                                                                                                                  rif. Art 12



At the end of the“missione”: what to do?

• You have to fill out the refund request  on Easy Unicam website. Click on 

“Richiesta di rimborso inviata” button. 

• Send with traceable shipments or hand over originals of invoices and 

payment receipt only to Verdolini Manuela (S.A.S). 

• In case of Advances: indicate the advance received in the form

• The mission that has no expenses to be reimbursed must be closed by the 

Phd student in the website at “NO EXPENSES- NESSUN RIMBORSO” 

status. 

• Lost invoices or receipts: cannot be reimbursed upon self-declaration.                                                                                              

rif. Art 13. 



Missioni not performed
In the case of authorized missions that are not carried out due to exceptional, unforeseeable 
reasons beyond the student's control, reimbursement is provided for expenses incurred and 
not reimbursable  by sellers. 
Exceptional, unforeseeable reasons: 
(a) illness of the student documented by medical certificate; 
(b) serious family reasons
(c) exceptional weather, natural and sociopolitical events; 
d) strikes, breakdowns and delays that prevent transportation or cause the purpose of the 
mission to fail, duly documented; 
(e) unforeseen cancellation of the event that justified the mission, duly documented. 
(f) reasons of service, provided they are exceptional, demonstrable, unforeseeable                                                         

                                                                                                                                                                  rif. Art. 15



Easy Unicam Web site

https://easy.unicam.it/Login/DoLogin?ReturnUrl=%2fHome%2fIndex
LINK: 

1. Sign in with your credential 2. Home page Easy Unicam

https://easy.unicam.it/Login/DoLogin?ReturnUrl=%2fHome%2fIndex


Easy Unicam Web site
Insert a “missione” request

4. Click on the button “Richiesta Permesso Missione”

3. Click on the button”Accedi a missioni”



Easy Unicam Web site
Insert a “missione” request

5. Fill in all the parts of all pages from 1 to 8

Write your 
supervisor information



Easy Unicam Web site
Insert a “missione” request

If you go outside of Italy
put flag in “Stato Estero”, 
write State names. 

If the foreign state is outside 
the European Union, flag 
“Paese Extra UE”. 
Insert the insurance policy 
you have activated



Easy Unicam Web site
Insert a “missione” request

6. Fill in all the parts of all pages 3 and 4



Easy Unicam Web site
Insert a “missione” request
7. Fill in all the parts of all pages 5

If you use your car, you 
must flag Polizza Kasco If you use a taxi you must flag 

the motivation (example above)



Easy Unicam Web site
If you request an advance

If you request an advance, 
you must flag the request 
(red circle) and upload 
files of documentation of 
expenses incurred or 
budgeted



Easy Unicam Web site

Write the expected 
indicative travel expenses 
Write your  PhD cost 
center and your PhD 
cycle.  
 
 
 



Easy Unicam Web site
To finish

To finish, click on “Invia richiesta”


