UNIVERSITY OF PAVIA
DEPARTMENT OF EARTH AND ENVIRONMENTAL SCIENCES
SUBJECT: Request for Reimbursement of Documented Expenses for Field Trips Using a Private Vehicle
(Pursuant to the University's Regulations on Official Travel and Assignments. Any exemption from withholding tax pursuant to Italian Presidential Decree No. 917/1986 is subject to verification of the applicable requirements.)
1. APPLICANT STUDENT DETAILS
· SURNAME AND FIRST NAME: ____________________________________________
· DATE AND PLACE OF BIRTH: ____________________________________________
· ITALIAN TAX CODE: ____________________________________________________
· UNIVERSITY ID NUMBER: _______________________________________________
· DEGREE PROGRAM: ____________________________________________________
☐ GEO L-34  ☐ GEO LM-74
☐ NAT L-32  ☐ NAT LM-60
☐ AGROS LM-69
· UNIPV EMAIL: ______________________________________@universitadipavia.it 
· TELEPHONE NUMBER: _______________________________________________

2. FIELD TRIP DETAILS
· COURSE: _______________________________________________________________
· COURSE INSTRUCTOR RESPONSIBLE: ___________________________________
· DATE(S): _______________________________________________________________
· DESTINATION(S): ______________________________________________________

3. PRIVATE VEHICLE DETAILS AND DISTANCE TRAVELLED
· VEHICLE BRAND AND MODEL: _________________________________________
· VEHICLE REGISTRATION NUMBER: ____________________________________
· VEHICLE OWNER:
☐ Applicant Student
☐ Other (please specify relationship to the student): ______________________
· JOURNEY (OUTWARD AND RETURN):
From (Departure Point): ___________________________________________
To (Destination): _________________________________________________
· TOTAL DISTANCE TRAVELLED (ROUND TRIP): ______________ km

IMPORTANT: A map extract or screenshot showing the route and distance travelled must be attached (e.g. Google Maps or an equivalent service).

4. ITEMISED STATEMENT OF DOCUMENTED EXPENSES
The undersigned requests reimbursement solely for actual, direct expenses incurred and supported by documentary evidence, attaching the relevant original receipts and tax documents, where required.

	EXPENSE TYPE
	DESCRIPTION / SUPPORTING DOCUMENT
	AMOUNT (€)

	Fuel
	Receipt No. __________ Date: __________
	€ __________

	Highway Tolls
	Receipts / Telepass Statement
	€ __________

	Hotel Expenses
	Hotel Invoice / Receipt
	€ __________

	TOTAL AMOUNT REQUESTED
	Sum of the above items
	€ __________






5. PAYMENT DETAILS
The bank account must be held solely or jointly in the applicant student's name.
· BANK / POST OFFICE:
_______________________________________________________________________	
· IBAN: IT ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___ ___

THE APPLICANT Signature: ______________________________________________________________________

THE COURSE TEACHER RESPONSIBLE Signature: __________________________________________________________________


REIMBURSEMENT GUIDE: HOW TO PREPARE YOUR DOCUMENTATION IN 3 STEPS
To help the administrative offices process your reimbursement request efficiently, please check that your documentation meets the following requirements.
1. USE OF A PRIVATE VEHICLE – ROUTE EVIDENCE AND FUEL RECEIPT
· Attach a screenshot from Google Maps, or an equivalent service, showing the outward and return route between the University campus and the field trip destination.
· Attach the fuel receipt, dated on the day of the activity or shortly before it, in accordance with the applicable administrative rules.
· Reimbursement is subject to verification of the eligible expenses and the distance required for the journey. The reimbursable amount will be determined in accordance with the University's applicable rules; the fuel receipt alone does not establish the amount eligible for reimbursement.
2. ACCOMMODATION – HOTEL INVOICE OR RECEIPT
· For overnight stays, attach the hotel invoice issued in the student's name, showing the exact dates of the stay corresponding to the field trip.
· The invoice or other supporting document must meet the applicable administrative and tax requirements.
3. BANK ACCOUNT – IBAN IN THE STUDENT'S NAME
· Check that the IBAN provided on the form belongs to a bank account or payment account held solely or jointly in the name of the student who took part in the field trip.
· Under the requirements specified for this procedure, payment cannot be made to an account held exclusively in the name of a parent or another third party.
IMPORTANT: Reimbursement is subject to compliance with the University's regulations, verification of the supporting documents and approval by the competent administrative office. Any applicable exemption from withholding tax must be confirmed by the University in accordance with current legislation.
----------------------------------------------------------------------------------------------------------------------------------------
FOR ADMINISTRATIVE OFFICE USE ONLY
· Reviewed and approved for payment of € __________, to be charged to the following funds / budget allocation:

· Tax treatment: Reimbursement of actual, documented expenses on an itemised basis, subject to verification of the applicable tax requirements.
DATE: ____ / ____ / 2026
