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1. Scope

These travel regulations are intended to apply uniformly and across-the-board for all travel that is paid for by the ISTC. 

Consequently, it will apply to all: 

· members of the Secretariat;

· project participants, within the limits defined by terms of their Project Agreements; 

· supplemental program participants, in accordance with the Terms of Reference (TOR) of the applicable supplemental budget program. This category includes all Party-designated individuals, monitors, et cetera whom the ISTC is asked to either reimburse for their travel or to arrange their travel in the first instance.

· contractors and consultants under the ISTC’s service provider contracts;

2. Basic principles

Reimbursement – flights – per diems

Travel planning and travel arrangements shall be made with financial objective of assuring the most economical use of the ISTC’s funds.

As a rule, ISTC reimburses:

· Economy class air travel, second class train travel outside Kazakhstan/CIS/Georgia, first  class train travel within Kazakhstan/CIS/Georgia and first class train travel for overnight trains;
· Lodging on the basis of hotel receipts, with a ceiling as set by the official ISTC “Per Diem Rates”;
· Meals and other small daily expenses on a flat rate basis, subject to the limits in the “Per Diem Rates”;
· Other reasonably-justified expenses directly related to professional needs, such as local ground transportation, telecommunications, etc.  Car rentals and related costs (parking, fuel, tolls, etc.) are allowed only in exceptional cases and are prohibited without the express prior authorization of the Allotment Manager;   

· Travel insurance covering medical needs

· A maximum of one day before and one day after the business activities
· In case of air travel layovers of more than 5 hours, for an airport lounge fee or a day room at a terminal hotel.
Per Diem (hotel and meals) may not be claimed for personal days or unnecessary weekend days taken during a business trip.  

The official ISTC “Per Diem Rates” include “lodging” and a “meals” component. They are established by XCom, on the basis of relevant practices in the Parties’ government administrations and in other international organizations. They are available on the ISTC database and website http://www.istc.int/en/travel, and are subject to periodical review by XCom. 

As it normally defined in the Project Agreements, the travels within the native country from ISTC project funds will be in accordance with the internal operating procedures of the traveler’s institution and Travel Regulations of their native country. Reimbursement from the Center will be via quarterly progress payments.

International travels (travel outside native countries) from programs or projects will be in accordance with the ISTC Travel Regulations

Any other derogation must be approved by the ED on the basis of a recommendation from a Party for party specific expert funds, from DED for staff or from other allotment managers for programs and projects. For derogations to the rule of flying economy class, generally the only mitigating factor is for documented medical considerations.

Allotment Managers

The ED is the allotment manager for all Secretariat staff travel funded from the approved AOB. He delegates this authority to DEDs for the staff in their departments.

Upon completion of the signing of Project Agreements, ISTC SPM is designated by the ED as allotment managers for travels under the project budget.

Allotment managers for travel under ISTC supplemental programs are defined in the respective TORs. 

Allotment managers are responsible to ensure that any obligation incurred is in accordance with the approved project/program/activity and covered by the available budget.
GB approved derogations


The GB (GBM38) has approved 2 general derogations to these rules for specific programs. One, United States Party Technical Monitors travel to host countries, is currently applicable to the programs and outlined in Attachments 2.

In this case, the ISTC will only act ministerially i.e., in accordance with the instructions of the Party without exercising its usual evaluation, analysis, and judgment about the requested financial disbursement, except as provided in the relevant attachment.
Insurance, liability 

The ISTC neither accepts nor bears any direct responsibility or liability for the traveler during the travel. 

Budget Control
The Chief Financial Officer is the Budget Control Officer for all Center funded travels, and will exercise budget control according to the present ISTC Travel Regulations.

3. Internal processing

ISTC Staff Travel from the Administrative Operating Budget (АОB)

The Executive Committee (XCom) will approve a draft travel budget to be submitted to the Parties for approval in the framework of the overall AOB approval procedure. On the basis of the approved AOB, XCom will approve travel budget limits for the ED and DED led Departments. XCom will do a quarterly review of the travel expenses, on the basis of reports from the CFO.  

Travel planning 

The travel planning by the various Departments should be done on the basis of economy, appropriateness and relevance. This is particularly important when several staff members are traveling to the same event. It is mandatory that the actual travel costs of each Department remain within the AOB budget limit established at the beginning of the year. 

It is also recommended that no staff member exceed 30 days of international business travel. 

Travel Voucher
A travel request is approved by the allotment manager on the basis of a “Travel Voucher” that has to be filled in by the traveler.

It is recalled that the allotment manager has to ensure that any obligation incurred is in accordance with the approved project/program/activity and covered by the available budget.
The traveler establishes a Travel Voucher with financial estimate using the following information:

· Date and duration of travel;

· Mode of Transportation 

· ISTC approved per diem rates 

The Traveler completes only the un-shaded fields of the Travel Voucher.  Any service requests which paid though ISTC - should be marked in the corresponding fields (preferable accommodation, fixed flight numbers, etc.). Assistants need to prepare PRF forms within two days of receiving invoice from the company.
In addition, a travel justification form (Attachment 1) must be submitted along with each travel request.  Travel will not be approved without the completion of this form.  This form is not required for drivers or persons performing financial audits.
Travel insurance for medical needs

For persons traveling outside the home country, 

-  ISTC secretariat staff travelers can request such insurance for medical needs through the travel agency, if booking directly. 

- Project/program participants can purchase insurance through their travel agency when booking the ticket.

It is important to note that travelers are covered by this insurance only upon their request.

Advance Payments

Advance payment to the Traveler is available for the following Travel Voucher items:

· Long distance travel; 

· Per diem (lodging and meals);

· Local travel;

· Communication;

· Registration or visa fee;

· Health insurance;

Advance payment amounts are calculated as follows:

· ISTC staff members: 100% of estimated expenses

· Program and Project participants: 80% of estimated expenses, excluding tickets; 100% of ticket expenses 

Advance Payments will be provided by the FO to the Traveler prior to scheduled departure date as follows:

· ISTC staff: within 3 working days

· Program or Project participant: within 5 working days (for travel outside of native countries
Advance payment for ISTC Program and Project participants traveling outside their native countries shall be accomplished by electronic transfer to the traveler’s bank accounts upon their preliminary requests in compliance with the approved travel vouchers, and not earlier than 15 working days prior to the scheduled date of departure, with appropriate visas in the travelers’ passports available. 

When travel is for participation in an international forum (conference, symposium etc.), the registration fee and other prepaid expenses (e.g. hotel deposits, abstract presentation fees, etc.) should be confirmed by the conference organizers.  This payments are made prior to the payment due date, in accordance with an approved travel voucher.

If a travel is canceled or postponed following funds transfer, the traveler is obliged to return to the bank the money received together with the bank currency clearance within 5 (five) working days from the original date of departure. 

If an ISTC staff member cancels his trip with no advance payment, he/she should notify the Finance Office of the cancellation 3 working days prior to the date of the scheduled travel. 

Limitations
Additional approval is required as soon as possible from the Allotment Manager in case of:

· Extension of travel; 

· Greater than 10% increase of the total planned budget; 

· Non-compliance with the ISTC lodging expense limits;

· Inclusion of extra-budgetary expenses.

Travel requests forwarded to the Financial Office less than 5 working days prior to the scheduled departure date will be processed only upon approval of ED.  

Any travel requested fewer than 3 days prior to the scheduled departure date shall be arranged by the traveler and expenses shall be reimbursed only upon submission of a complete travel report. 

The ISTC will not support nor reimburse travel expenses without an approved Travel Voucher. 

Financial Reconciliation

General Statements
All travelers are required to submit to the Finance Office a reconciliation request on travel expenses, to include receipts (air / train tickets; hotel invoices; proof of payment; etc.) and a “Technical Trip Report” approved by the appropriate Allotment Manager.  ISTC staff will submit this within 3 working days following trip completion; ISTC Program or Project participants, within 10 calendar days.  

ISTC Program or Project participants will submit copies of travel receipts and are required to keep original receipts within five years. ISTC staff is encouraged to submit original travel receipts but may submit copies of travel receipts. In cases when copies are submitted, the original receipts are required to be kept within five years.   

When advance payment exceeds approved expenses, Travelers must reimburse the ISTC within 3 working days.

Calculation of Travel Days and travel expenses

· For long distance travel engagements(outside of Astana), the day of departure and the day of arrival will be considered as two travel days with reduced Per diem rate of 75% per each day. The arrival and departure date and time are registered as indicated on the transport tickets.

· Local travel engagements for Astana residents within Astana region will be reimbursed at a reduced Per Diem rate of 50%.

· For the events where all meals are included into the registration fee paid by a traveler, this has to be declared and the number of days for which Per Diems (meals component) are paid will be reduced accordingly 

· For stays in the same location in excess of  14 calendars days, the applicable Per Diem rate (lodging plus meals) will be reduced to 65% starting from the 15th day. For trips longer than 14 calendar days, traveling ISTC staff and project participants are required to make plans in advance to avoid disallowed costs. Any exceptions to this rule must be approved by an SPM for project travel and by the ED for AOB travel.

· Use of personal vehicles for travel to the business trip destination outside Astana is allowed upon prior authorization by the Allotment Manager. The personal vehicle must have collision and liability insurance, as the ISTC disclaims any liability associated with the utilization of personal vehicles for business travel. ISTC will reimburse gasoline (not exceeding a basis of 0.2 liter / kilometer), as well as parking, and toll road expenses with valid receipts.
· Other daily travel expenses such as accommodation with no confirming documents; meals; undocumented business phone calls; laundry; private services, etc., are not reimbursed by the Center, as they are deemed to be covered by the Per Diem.
Special Provisions 

· If a Traveler submits reconciliation documents on a Center funded trip in violation of the present Travel Regulations, he will not receive advance payment for any future ISTC travel until these issues are resolved. In such cases, future travel expenses will be reimbursed by the Center upon timely submission of the appropriate reconciliation documents.

· If a Traveler fails to submit reconciliation documents in a timely manner without good reason, travel expenses will be reconciled in an amount not to exceed the advance paid.

· If a mission is cancelled, return of tickets and cancellation of hotel reservations should be arranged immediately. Expenses incurred by the time of a travel cancellation (insurance, participation fees, prepayments for hotel) are processed by FO accordingly.

· The ISTC neither accepts nor bears any direct responsibility or liability. By signing the travel voucher the traveler accepts this limitation. (No specific explicit confirmation will be included in the travel voucher).

Remaining travel funds

Remaining travel fund usage, including provisions for unplanned travel, shall remain within the Executive Director’s authority..

Attachment 1

Please attach this completed form to your travel request.

Traveler Name: 

Date and Location of Proposed Travel: 

1. Please indicate whether you were requested to undertake this travel by a Party, Partner, colleague in another department, etc.

2. Please indicate any other Secretariat members (from any department or the branch offices) who will also take part in this trip.

3. Please indicate your specific objectives for this travel.  What specific outcomes are expected to result from your travel?  Why is this travel necessary, and not just desirable? Please describe plans for follow-up after the travel that may lead to advancing ISTC objectives such as securing new funding for projects, developing business contacts for recipients.

4. Please provide a day-by-day itinerary for this travel, indicating meetings you will have and any vacation/weekend days when you will not be working.

5. Please list other official travel (location and dates) that you have already undertaken for PS in fiscal year.

6. Please list other official travel (location and dates) that you plan later in fiscal year.

7. (For project monitoring trips only).  List all project numbers to be monitored during this trip:   During this trip are you monitoring all your projects at the location you are traveling to? Yes or No.  If no please state why?  

Attachment 2
Technical Expert, Monitoring and Support and Audit US Program

In the case of United States Party Technical Monitors traveling to host countries, the US Party will ask the ISTC to pay them according to the US government’s per diem (meals and incidentals) rates while following all other element of the ISTC’s travel policy.  
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