
GUIDELINES FOR ACADEMIC TRIPS (MISSIONS) 

 

From 1 January 2022, all required missions must be requested exclusively online through the SIT at least 10 

days before departure (except for urgency) to check the budget assigned to each PhD student. 

We warmly recommend to read the Regulation about academic trips (missions) carefully. 

 
1 - MISSION REQUEST PRESENTATION 
 

• Connect to the SIT -> Servizi personali -> Link utili alla persona -> Missioni and fill in the online form. 

• Indicate on " Descrizione nome fondo ": " Fondo di dottorato PS " 

• Indicate also the PhD cycle you belong to. 

• Insert: 

- responsabile dell'autorizzazione finanziaria: Elisa Barzon 

- responsabile della struttura:: Francesca Pazzaglia 

- under " Rimborso " enter the words " Progetto ", so that the supervisor can see the request (even if the 

"research budget" is used) 

- insert the flag on the " coordinatore del corso " for endorsement. 

 

2 - Please attach the flyer of the congress/conference/seminar, the thread of emails (in case the request relates 

to an informal research meeting) or the invitation letter from the University, in order to verify the accuracy of 

the reported dates 

NB: the academic trip cannot start before the day preceding the beginning of the event (e.g. conference) 

and cannot be terminated after the day after the concluding date of the event, unless traveling towards/from 

the destination takes more than one day. In case of academic trips with scheduled departure and return dates 

different from those indicated in the previous point, we ask for more information: the applicant will be asked to 

present two distinct printed quotes for the travel, which should be issued on the same day and (possibly) with 

the same company. 

3 - The use of extraordinary transports, for ex. one’s own car or taxi cabs needs to be approved in advance by 

the Head of the Department, by filling in the dedicated fields of the request form for authorizing the academic  

4 -  It is possible to request an advance payment covering 75% of the estimated expenses, based on the 

documents attached to the request for going on mission. 

5 – “Virtual credit card” cannot be used. 

6 - MISSION REFUND: 
 
• fill in the MISSION REPORT on the online procedure through the SIT. 

• It is optional to attach the PDF of the supporting documentation (train tickets, plane tickets, boarding passes, 

accommodation receipts, restaurant receipts ...). Deliver ALL the original documents to Giovanna Mezzetti 

(Psico 1, Ground floor, Room 19). If you have it, attach the certificate of participation. 

The original receipts must be delivered together with the relative form, which can be downloaded at the end of 

the completion of the final balance sheet. 

• Refunds cannot be made if the original receipts have not been delivered. 

• In the case of mixed receipts, if you do not have the original receipt, indicate the amount for which the refund 

is requested and indicate the name / surname / institution of the person holding the original receipt. 

 

 



 

 

REFUNDS FOR ONLINE EVENTS: Before the event, contact Giovanna Mezzetti 

(giovanna.mezzetti@unipd.it) (049/8276593). 

 
SMALL EXPENSES REFUNDS: The small expenses reimbursement form can be downloaded from the PhD 

course website. It must be delivered to Marika Zago (DPG - PSICO 1 - room 0024, ground floor), together with 

the payment receipt, within 60 days of incurring the expense signed by the applicant and his / her supervisor. 

Before incurring the expense, with the exception of poster printing, for example for the purchase of 

consumables for research, it is always good to interface with Marika Zago (049/8276680) 

(marika.zago@unipd.it). 

The reimbursement, given still the delicate moment, will take place by appointment agreed or by telephone or 

email. 


