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PIM 2026 – Travel and 
Accommodation Reimbursement 

 

This document is valid for travel and expenses related to PIM 2026 only: Monday 4 May– 
Friday 8 May 2026. Travel outside of these dates related to the PIM 2026 may be authorised 
with prior permission from Penta. 

 

REIMBURSEMENT PROCEDURE: 

1. Fill and sign the ADM 02-FORM02 Expenses Reimbursement Form for External 
Personnel.  

2. Send the form no later than 22/06/2026 to pim2026@pentafoundation.org.  

3. Our general service assistant will check the expenses and the form, if everything is in 
order you will be reimbursed within 2 months upon the date of receipt, unless for 
exceptional cases.  

 

Expense Category Eligibility of Costs 

Food & Beverages • All food and drink during the week of the organised meetings will be 
coordinated centrally by the Penta team. 

• Any food and drink costs outside of the organised meals and social 
activities are not eligible for reimbursement. 

Lodging • A hotel room will be allocated to you for the duration of the meetings 
you are attending.  

• Additional night(s) stay may be granted on a case-by-case basis, please 
contact us at: pim2026@pentafoundation.org for approval.  
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Expense Category Eligibility of Costs 

Travel • Travel costs are only eligible for attendance to the organised meetings 
departing from and returning to your country of residence. 

• Alternative routing is possible only with Penta’s prior written 
authorization. 

• Documentation of expenses and/or tickets/boarding passes must be 
submitted with the reimbursement form. Original documentation or 
high-quality scans are accepted (card ticket, printed ticket, e-ticket in 
pdf, receipt including date, time, route and rate). 

• Penta does not cover costs between your home/residence and your 
departure airport or station. Upon arrival at the airport/station of the 
host city, Penta will arrange transfers to the event venue.   

Air Travel Intercontinental flights: 

o Maximum € 1800,00 (including taxes): if no flights are found 
within the limit, contact pim2026@pentafoundation.org  to 
agree the best solution. 

EU flights: 

o Maximum € 300,00 (including taxes): if no flights are found within 
the limit, contact pim2026@pentafoundation.org to agree the 
best solution. 

Domestic flights (Italy):  

o Maximum € 150,00 (including taxes): if no flights are found within 
the limit, contact pim2026@pentafoundation.org to agree the 
best solution. 

• Bookings should be made as far in advance as possible and sent to 
pim2026@pentafoundation.org before 5 March 2026. 

• The best cost option available should be chosen. 

• Only Economy class is eligible, unless you have Penta’s prior written 
authorization. 

• Penta Foundation is not responsible for any cancellation or re- 
scheduling charges, fines or penalties incurred by the traveller unless 
due to force majeure. 

• Luggage wrapping costs and in flight wi-fi costs are not eligible. 

Train Travel • Only second-class travel eligible. 

Car Travel • Personal car or car hire should not be used without prior permission 
from Penta. 
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Transfers • Transfers from the train station/airport will be organised by Penta and 
communicated to you before your travel dates. 

Ground 
Transportation 

• Taxis and public transport are eligible, with written permission from 
Penta. Tickets/receipts must be provided in original copy. 

Spouse, Children, 
Guests 

• Penta will not reimburse any expense for spouses, children or guests, 
or any gifts/souvenirs that are purchased. 

Insurance, Visa 
and Medications 

• Visa costs are only eligible if required by the country of visit. Original 
receipts must be provided. 

• Any other form of insurance is at travellers’ own expense. 

• Travelers are responsible for obtaining appropriate travel insurance to 
cover medical, personal, or other risks during travel. EU/UK citizens 
may be entitled to state-provided healthcare through the European 
Health Insurance Card (EHIC) or UK Global Health Insurance Card. 
However, Penta does not provide travel insurance and is not liable for 
any medical costs, loss, or incidents that may occur. Travelers are 
encouraged to obtain additional insurance to cover any gaps. 

  

CANCELLATIONS  

In the event you are no longer able to attend PIM 2026, please inform the Penta team as soon as 
possible by writing to pim2026@pentafoundation.org. If you have already purchased tickets and are 
unable to attend due to illness or other emergencies, please contact us so we can advise you on how 
to proceed with reimbursements and any necessary arrangements. 
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