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Introduction:

The travel management policy is for the accountability, transparency and fairness of the travel purpose. This policy will be revised, whenever the senior management of the SJCDO organization took the decision.

· Daily subsistence allowance (DSA)
DSA is paid according to established DSA rates.  DSA is paid at the rate established for the month and year in which the travel occurred, not at the rate established for the month and year in which the claim is settled.    The standard DSA rate also applies to non-staff members.  In exceptional cases, the country director may approve DSA at a higher level.
  

· Discounts, rebates, commissions for travel
Any income earned by the country office as a result of a negotiated contract should revert to SJCDO (for SJCDO staff-related travel), to other agencies which funded the travel, or should be credited to the common services account as agreed by the agencies.

· Downgrading tickets
Official travelers may not benefit from the organization by requesting a downgrade on tickets to accommodate non-official stopovers.  For example, a traveler entitled to business class travel for all or any portion of the route may not request a downgrade to economy, and then apply the savings to rerouting for personal convenience or gain.  Any).

· Shipping costs estimates
Country offices should contract the services of a local forwarder through a one-time bidding process to ensure the best service at the lowest possible cost.  If the country office does not have a regular local forwarder, it must obtain written estimates from three local companies and award the shipment to the company presenting the most competitive estimate relative to quality of service.
  

· Estimates exception measure

If a staff member prefers to avail him/herself of the exception measure, all costs must be prepared by the staff member, and all arrangements become his/her responsibility. 

· Calculating shipping over-entitlements

If a shipment is estimated to exceed the weight and volume of the staff member's entitlement, the office arranging the forwarding should obtain an itemized costing from the forwarder, and calculate the cost of the over-entitlement.  The staff member should be advised of this amount and his/her agreement to pay for it obtained in writing before the shipment is released.

· Telephone, fax and telex expenses
Expenses for official communication incurred during official travel will be reimbursed.  These should be kept to a minimum and should be executed as much as possible through country office facilities.  Communication expenses exceeding $10 must be specifically certified on the travel claim by the approving officer. 

· Travel Authorization - Authorizing and certifying officers' signatures
All travel authorizations must bear the signatures of the certifying officer and the authorizing officer.

· Travel standards and classes
· By air 

First class air travel may be authorized by the Country Director  in exceptional circumstances through the Assistant Administrator, .  

· For medical reasons
Exceptional upgrades may be considered only on the Medical Director's recommendation.  The requesting office should forward the upgrade request and relevant medical certificate(s) to the country office  with copy to the operations, .   

· Standard travel accommodation
The standard travel accommodation entitlement shall not apply when special fare arrangements are made by SJCDO for group travel for missions and conferences.  

· Upgrading 

Exceptions requesting upgrading must be routed to the Country Director.  

· Travel time
When a staff member is required to travel on official business on non-working days, compensatory time and overtime will not be allowed.

1.2.1 Travel Entitlements

· Airfare entitlements 


SJCDO requires its authorized travel agencies to apply the least costly fare possible to authorized itineraries.  Such fares should allow for refunds and changes if so required by the organization.  If for some reason a traveler cannot use a selected carrier and this results in an increase in ticket cost, the authorizing officer responsible for such unit expenditures should (if agreeable) provide the business reasons, on the basis of which the TSS will authorize SJCDO's travel agency to issue the ticket as an exception. (This certification should indicate the additional ticket cost). 
Standard route and mode 


The authorized route for official travel is the most direct and economical route (non-stop, if available).  Air travel is the standard mode of transportation authorized by SJCDO for official travel.  When air transport is unavailable, the authorized mode is the most direct surface route by the fastest available means of surface transportation. 

· Standard of accommodation/flight class of service 


The standard of accommodation for travel authorized by SJCDO is economy class for travel of 10 hours or less, or business class (or level immediately below first class) for travel exceeding 10 hours.  The standard of accommodation/flight class of service depends on the purpose of travel and the staff member's grade level.  Junior professional officers are not entitled to business class fares regardless of flight duration.  Standard travel accommodation entitlements shall not apply when special fare arrangements are made by SJCDO for group travel on missions and to conferences. 

Flight duration is determined according to the most direct and economical route (non-stop, if available).  Flight duration includes scheduled stops for changing planes or refueling (to a maximum of four hours ground time), but excludes travel time to and from airports.  If a journey is interrupted en route for official business of more than one day's duration, the entitlement will be based on the duration of travel to that location.

When an excursion or special fare is the least costly air fare available, it should be used unless it prevents the traveler from making authorized rest stopovers, or does not accommodate full refunds. Penalties on special fares resulting from changes for official reasons will be paid by SJCDO.  Excursion fares may be changed to regular fares during the course of travel.  A traveler who effects such a change for personal reasons must pay the difference between the excursion fare and the revised fare.

· Deviation from approved route, mode and standard of accommodation 


When a traveler elects, for reasons of personal convenience, to travel by a non-approved route, mode or standard of accommodation, travel expenses (including travel time) shall be limited to the amount allowable for a journey by the approved route, mode and standard of accommodation.  Using a reduced fare does not entitle the traveler to apply any resulting savings to any deviation. When the traveler elects to fly in an accommodation class lower than authorized that becomes his/her entitlement.  SJCDO will not pay for a class of service not actually used by the traveler. 

· Travel by privately-owned vehicle 


Official travel by private vehicle must be specifically authorized.  Staff members wishing to travel by this mode for personal convenience should obtain prior authorization from their personnel officer at country office, or the designated official in the country office.  To do so, they must submit a request indicating the purpose of travel, the planned itinerary, and the names of accompanying dependants or colleagues. 

Travelers using their own vehicles are entitled to reimbursement of operating costs.  These costs are calculated according to actual total vehicle mileage (which may not exceed that of the most direct route shown in official road guides) at established rates applicable to countries in which the travel takes place.  Other reimbursable expenses include: 

·   Travel and Transportation in Cases of Death
Internationally Recruited Staff members shall be entitled to compensation in the event of death in respect of themselves and their eligible family members in accordance with the provisions of Staff Rules ..

The SJCDO/Office of Human Resources is designated as the office responsible for coordinating the actions required for staff members serving in Head office including staff on temporary assignment elsewhere, but excluding staff on mission detail. For staff in the field, the country director is responsible for coordinating the called for actions in consultation with HR.

Entitlement to Travel 

(a)
Death of a staff member: 

The travel of an eligible family member may be authorized to the duty station or mission area to attend the burial and or to accompany the remains to the place to which the deceased was entitled to return.  Alternately, at the request of the family, the Organization may authorize a travel of a staff member other than an eligible member to accompany the remains.  

(b) Death of spouse or dependent child:

Round trip travel for the staff member may be authorized to accompany 

the remains to the place to which the deceased was entitled to a return travel.

1.2.2 Daily Subsistence Allowance (DSA)

General provisions


Travelers authorized to travel at SJCDO expense are entitled to DSA at rates established by the SJCDO country office for stopovers on official business and/or authorized rest stops.   DSA is intended to cover charges such as meals, overnight accommodation, gratuities, transport cost from place of lodging to the first place of official business (and vice versa), and other payments made for personal services rendered.

DSA will be paid for any day on which a staff member is required to perform official duties in connection with home leave travel, whenever such official business is performed. The DSA will not be paid if the original invoices are not submitted to the finance department.
· DSA for eligible dependants 


A staff member's spouse and dependant children, travelling at SJCDO expense with or separately from the staff member, are not entitled to DSA.  

· DSA on annual leave while in official travel status 


DSA shall be paid for annual leave taken during extended official business travel while the staff member is in travel status, at a rate not exceeding one and a half days for each completed month. The DSA is not paid for that leave if taken at the conclusion of active duty, prior to return to the official duty station.
  

· DSA on sick leave during official business travel 


A staff member continues to receive DSA during a period of sick leave while on official business travel.  If the staff member is hospitalized, only one-third of the DSA is paid   

· DSA for local staff 


The local staff DSA will be paid according to DSA rate of the SJCDO and the original invoices must be submitted to the finance department.
· Conditions for payment of DSA for travel by land or sea 


For travel by automobile, other land transportation, or sea, the traveller will not be reimbursed for transportation and DSA in excess of the amount which would have been payable were the journey made by air.  For travel by boat, a full day's DSA at the appropriate rate shall be paid for the day of arrival at the port of disembarkation, providing the traveller remains in official status for more than 12 hours thereafter.  DSA will not be paid for the day on which the traveller embarks.
  

· Reduction of DSA 


When meals or any type of overnight accommodations are provided free of charge to the traveller by SJCDO,  a government or any institution (including an airline), the rates by which DSA are reduced are as follows:
  

· accommodation: 50% 

· meals: 30% (breakfast 6%, lunch 12%, dinner 12%) 

· accommodation and meals: 80% 

· Ad hoc DSA rates 


For conferences, meetings, training courses and other events that take place at facilities where the total cost of meals, accommodation and incidentals differs significantly from the normal DSA for the location, the organizing office should make a request well in advance of the event to the Office of Human Resources Compensation Section to establish a special ad hoc DSA rate.  This rate (which may be higher or lower than the normal DSA for the location) is based on actual room and meal costs at the facility used, and takes into account special package arrangements that may have been made.  Country offices should review the need for ad hoc rates when organising special events, as establishing these rates for particular events is preferable to processing individual claims for supplementary DSA.  Whenever ad hoc rates are used, units authorising the travel should inform travellers of the need to obtain hotel receipts for submission with their travel claim. 

 

1.2.3 Expenses Not Covered by SJCDO
	      Appointment, transfer, separation 
	Animals, boats, motorcycles, private automobiles, trailers, 
other power-assisted conveyances.  Flammable or hazardous materials.  

Delivery from storage warehouse to residence (except where storage is authorized), demurrage, import and export duties, storage if not authorized. 

Servicing of appliances, dismantling or installing of fixtures, 
special packing. 

	Home leave, family visit, education travel
	Packing, crating, unpacking, uncrating, insurance. 
 

	Accompanied baggage
	Insurance

	Short term appointments
	Any shipment


 

 

 



	1.4 Core Processes 


1.4.1 Request and Approval for Travel

· Initiating travel requests 

The responsible unit at  the country office must initiate the travel request at least two weeks prior to departure.  The travel request should be approved by the country director prior to the travel take place.    

· Travel authorization 

For travel authorizations (TAs), the country office unit initiates a travel authorization with a necessary travel forms. The appropriate organizational unit in country office. then certifies the travel request and identifies all necessary actions (medical clearances, etc.).   

· Obtaining clearances 

Staff members are required to obtain all visas, medical, and security clearances. Security Clearances for Travel. 
  

· Lump sum payment 

Staff members may choose to take a lump sum payment and make their own travel arrangements. The lump sum will be paid based on the three original quotations from the travel agencies.
 

1.4.2 Travelers' Logistics Prior to Departure

Before proceeding on official travel, travellers should ensure the following points have been addressed:

· Flight and hotel reservations 

Travelers must ascertain their entitlements, plan their itineraries, and book their flights as quickly as possible with the travel agency designated by the country office, or with the authorized travel agency at country office.  Advance flight bookings must be aligned with the itinerary outlined on the travel authorization.  For official overnight stops, airlines should provide travelers with hotel accommodations wherever possible.
  

· Travel documents and visas 

Travel should be planned and issue of travel documents and required visas requested as early as possible.  SJCDO requests for travel documents and visas are processed by SJCDO's travel agency visa desk, on behalf of SJCDO's . 

· Medical requirements 

Well in advance of travel, the traveller must ascertain which inoculations and vaccinations are required. Well in advance of travel, the traveller must ascertain  which inoculations and vaccinations are required from a recognized doctor and laboratory. 
· Travel advance 

Travel advances must be collected before departure.

· Hotel reservations 

Travelers may wish to make hotel reservations through authorized travel agencies at country office in order to avail themselves of special rates for SJCDO travelers.  Requests may be sent directly or via e-mail to SJCDO's travel agency, and must include arrival date, flight number, type of room required, and the credit card number and expiry date.. 

1.4.3 Preparation of Travel Authorizations (TAs)

A travel authorisation (TA) must be issued by the appropriate office for all official travel, including  travel funded by organizations other than SJCDO.  In the latter case, a TA is used only for insurance purposes.  While preserving travellers' entitlements, organisational units should carefully plan and manage travel activities to achieve maximum benefits for SJCDO.  This should include taking advantage of negotiated airfares with significant savings.  .
· Travel costs
The country office travel unit estimates travel costs for tickets, excess baggage, daily subsistence allowance (DSA), terminal allowances and unaccompanied shipments according to the following guidelines:

· Tickets 

Tickets are issued for the most economical and direct route, at the lowest fare possible, which allows refunds and changes if required by the organization.

· Excess baggage 

Authorised air travellers are entitled to carry 20 kgs.  Travelers may claim reimbursement for the difference between 20 kgs and free baggage.  Where free baggage allowed by airlines is two pieces for all classes, travelers will not be entitled to reimbursement of any excess.

· Daily subsistence allowance (DSA) 

DSA is permitted on authorized official business days and rest stops.  It should be ascertained whether any ad hoc DSA rates apply.  Applicable DSA rates are applied according to category.

· Terminal allowances 

Terminal allowances are permitted on authorized stopovers.

· Unaccompanied shipments 

· Travel advances 

The country office travel unit calculates travel advances for up to 70% of the authorized amount.

 

· Processing travel claims 

Expenses for local travel are usually reimbursed in local currency.  Reimbursement may be made in U.S. dollars in exceptional cases when hotel room costs were paid in U.S. dollars.  In cases where claims settled at are paid through a country office, payments may be made in U.S. dollars, providing expenditures were made in U.S. dollars or other hard currencies.  Proceeds of claims will be paid to claimants in accordance with payment instructions on the travel claim. Payments may be made only to travelers directly or by wire transfer to their bank accounts. Claimants may not authorize payment to a third party. 

· Insurance
The country office is not responsible for any incidence happened during the official business, but the insurance company will pay to his/her beneficiaries according to the global insurance policy.
1.4.4 Packing

The staff member (or his/her representative) should be present when the shipment is packed, and should ensure the company provides a packing list which accurately describes the condition of the goods. The staff member (or his/her representative) will normally be asked to sign the packing list. If he/she is not satisfied with the accuracy of the list, a statement to that effect should be written on the packing slip before signing, and a copy of the packing slip retained.  The staff member should try to arrange packing several days prior to departure to enable receipt of a copy of the packing list with all estimated weights and costs. This step will speed up repatriation procedures.

1.4.5 Insurance

Country offices should ensure the staff member completes all necessary forms for insurance coverage as outlined in Insurance Manual.

1.4.6 Arranging Forwarding

The office making the forwarding arrangements should schedule the shipment to be delivered when the staff member can receive the shipment at the destination.  If it is known prior to shipment that the staff member will not be able to receive the shipment because of circumstances beyond his/her control, the staff member can request authorisation from the Office of Human Resources for temporary storage at the point of origin or on arrival at the destination.  The office arranging forwarding should provide the staff member and the SJCDO destination office with the following information:

· departure and arrival dates 

· shipping mode and line 

· bills of lading or airway bills 

· number of pieces in the shipment 

· weight and volume of the shipment 

If the shipment is going to a destination where the forwarding company does not have a destination agent, the SJCDO office making the arrangements should authorise the SJCDO office at the destination to:

· arrange customs clearance and delivery to the staff member's residence. 
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