INSTRUCTIONS TO FILL IN THE FORM “RICHIESTA PAGAMENTO ESPERIMENTO”
The person who runs the experiment is responsible for the correct and complete filling of the payment form; please, check it before giving it to the Administration.  

PERSONAL DATA

- non-Italian citizens must write their residence (fiscal residence) The residence allows us to determine the right taxation, where applicable, therefore we kindly request that you pay attention to this element. When you contact a foreign volunteer, remind to ask him/her to bring his/her Italian identity card or the certificate of residence issued by the Italian Comune of residence (if he/she owns them). In the presence of one of those two documents, the volunteer is considered as resident in Italy, therefore, on the payment form must write his/her Italian address. On the contrary, the volunteer is considered as resident abroad, so on the payment form must write his/her foreign address;

- people who haven’t got the Italian fiscal code must attach a copy of their passport/ID document (and not simply write the passport number). Please don’t write Italian fiscal codes calculated through the Internet; we can only accept fiscal codes issued by “Agenzia delle Entrate” (Internal Revenue Service). 
PAYMENT
The preferred reimbursement method is through bank account, therefore you are kindly requested to pay in cash only if the volunteer doesn’t have a bank account (the volunteer must be the holder or the co-holder of the bank account).
- for amounts > € 25,82 the payment will be taxed; to ensure that volunteers receive the net sum, you should specify that it’s a net amount (i.e., if volunteer must receive € 30,00, you should write “€ 30,00 net”);

- if you pay in cash, volunteers must also sign the back of the form;

- you can divide the payment into 2 or more installments and fill in the same number of forms (i.e., 2; but only if this split is consistent with the experiment’s features);

- the bank account indicated on the payment form must belong to (or be shared with) the volunteer (i.e., we cannot send the volunteer’s money to a third party). If the bank account is in another person’s name, we can’t use it to pay the volunteer.
Remind the volunteer that the reimbursement is equivalent to an income and therefore must be included in the tax return.
E-MAIL ADDRESS

- remember to tell volunteers that if they want to continue their collaboration with us, they should fill in the section on the bottom of the back of the form (e-mail address).

P.I.’s SIGNATURE

- before giving the payment form to the Administration, you are kindly requested to make the PI sign it.

N.B:
- specify if it is a behavioral experiment or not (it will help Administration in verifying the labs use);
- don’t cross out any word and don’t use correction fluid, especially for the amount. If the amount is stricken through or corrected, the PI of the project must sign near the amount. 
- use only one color to fill in the form;

- if you have doubts or questions, feel free to contact the Administration.
EXPERIMENTS CONDUCTED ABROAD 

If you conduct experiments abroad, notify the administration in good time, so that it can prepare the appropriate form, specific to the experiments conducted abroad. 

These refunds are not subject to tax.
The forms must be given administration not later than one month after the experiment's performing.
