PER DIEM & Travel Policy Guidelines
These travel and per diem policy guidelines apply to ALL CARE staff and consultants working in CARE International emergency responses, irrespective of variations in employment contracts with different CARE entities
.

The guidelines have sections that specifically apply to the following staff:
· International staff - CARE staff and consultants who are working outside their regular country of business, for the purposes of CARE business in an emergency response. 
· National staff - CARE staff and consultants who are hired locally from within the country in which the emergency response is taking place.
The guidelines have sections that apply to CARE staff and consultants working in emergency responses in countries:

· where CARE has no established presence – This may be the case for an assessment and undertaking cross-border operations. The period of time in which staff work in a non-presence country is very short because once a decision is made to respond to an emergency, CARE will begin to establish its presence and necessary Human Resources Management policies. 

· where CARE has existing Country Offices – most CARE Country Offices will already have a travel and perdiem policy for international visitors as well as for national staff. The emergency context will however require a review and possible readjustment of existing policy as per the guide in this policy.

The guidelines apply irrespective of whether the travel is at CARE’s expense or funded directly from donors.

The guidelines specifically addresses the standardization, of:

· Perdiem rates, for each country, for international visitors and national staff (CARE staff, consultants and project partners). 

· Elimination of reimbursements for “actuals” for items covered by perdiem (meals and incidentals).

· Other travel expenses that can be claimed.

The main values stressed are:

· Equity and Consistency - Standard perdiem rates and other eligible travel expenses for CARE staff traveling on CARE business for the purposes of an emergency response.

· Accountability – Reinforces that perdiems are intended to cover out-of-pocket expenses, and are not a source of income, or a negotiable part of a compensation and benefits package; and that stewardship of funds is the responsibility of all CARE employees. 

· Transparency - Authority to set perdiem rates, determine limits, and develop country office guidelines lies with country offices, in line with this harmonized policy.

· Efficiency – through the use of standard guidelines for the establishment of perdiem rates, and the regular review by Country Offices of these rates. 

Eligible staff

Staff traveling from their regular country of business/ living to work in another country

All staff that travel from their regular country of business to work in another country for CARE are eligible for the entitlements outlines in the guidelines. This is irrespective of their regular position, their regular place of employment and the nature of their regular employment contract.
Existing staff working in a CARE International Country Office that responds to an emergency

Whether a CARE presence is immediately established for the initial purposes of an emergency programme or if a Country Office has already been well established, it is essential for an internal travel and perdiem policy to be in place.

It is common in the context of emergencies for CARE to have a number of offices operating within a country. CARE staff and consultants working for CARE are frequently required to travel within a country from one place of work to another. The distances traveled may require staff to avail themselves of accommodation and meals in a variety of locations.
It is thus necessary for a Country Office to establish an internal travel and perdiem policy that applies to all staff based in the Country Office as their regular place of work. This includes staff employed on contracts issued from a CARE International national member headquarters or staff employed on contracts issued from the Country Office.
In the case of establishing a presence and thus new CARE office, it is recommended that the formula provided in these guidelines be used to develop the Country Office travel and perdiem policy.

In the case of a pre-existing Country Office, it is expected that all CARE International Country Office will already have an established travel and perdiem policy for international visitors and for existing Country Office staff that travel within the country. It is however recognised that the principle of a CARE International harmonized mechanism for travel and perdiems may not be consistently applied across all regions at this point in time. In addition, in many instances an emergency event has an impact on local prices, the availability of standard accommodation and so forth. 

It is therefore, necessary for an established Country Office to review and if necessary adjust its travel and perdiem policy at the start of a CARE International emergency response. In the interests of applying a travel and per diem policy in the context of all CARE international emergency responses, it is recommended that the reviewer does use these guidelines to either reaffirm its existing perdiem policy or adjust to a new one. A periodic review and readjustment may also be required from time to time to reflect the changing context and economy of the post-emergency environment.

NO PRESENCE

Staff working in countries with NO established CARE presence

In the case of emergency responses it is not uncommon for CARE staff to travel to countries where there is no established CARE presence. This may be the case for example to conduct an assessment or undertake cross-border operations. 

In countries where CARE does not have an established presence, CARE will not have a perdiem policy already in place. It is therefore necessary to have a means of determining and dispersing perdiems on a case-by-case basis in this situation.

The CARE staff person that is going to lead the team travel to a non-presence country is responsible for making the decision as to the rate of perdiem that ALL staff on the team will use. This person is responsible for the overall budget of the travel, i.e. assessment budget. The guide to establishing a perdiem in this policy should be used. Once the real expense requirements become known, this rate should be reviewed and if necessary readjusted.
The perdiem rate must be applied consistently for ALL staff traveling to the non-presence country, irrespective of position, place of home record or place of employment contract.

ALL staff traveling to the non-presence country should be advised of the perdiem rate. If the initial rate is less than sufficient, staff can utilize a travel advance to cover additional eligible expenses as per this policy. In the case where receipts cannot be obtained for such expenses, they can be acquitted via a log that is approved by the team leader. 

There are a number of options that may be taken to decide the initial perdiem rate to be used by the team of staff traveling in a non-presence country. The team leader will make the decision as to which option is used. The team leader may seek consultation with the CEG HR Coordinator on this.

In the case of staff from one Country Office traveling across an immediate border to a country with no CARE presence, it is likely that the staff will be aware of local costs and conditions in the neighbouring country. The team leader may also use their contacts with other organizations already established in the country to investigate a comparison of perdiem rates. 

In the case of staff traveling from afar to a non-presence country, an investigation of comparison of perdiem rates by other organizations may still be feasible in the process of liaising with other organizations to plan the trip.

If it is not possible to gauge any idea of local costs, the team leader may decide to apply the established perdiem rates for travel used by the CARE International Secretariat office.

The readily availability of cash in a non-presence country must be taken into consideration in the planning of any CARE staff travels to non-presence countries. In some cases it may be necessary for CARE staff to travel with sufficient money to cover their expenses for a medium period of time until cash availability is established. 

In the case of a non-presence country, the perdiem rate is deemed to be temporary until a decision is made to establish a presence. If there is a decision to establish an emergency response operation in a non-presence country, a more thorough investigation of the personnel cost requirements should be undertaken by the incoming Human Resources/ Administration Manager in consultation with the Finance Manager. Given these senior positions are to be on the first wave of any start-up team, the time taken for the temporary perdiem policy to be reviewed and readjusted into a permanent one as part of the newly established Human Resources Manual should be no longer than two weeks. The final approval of the perdiem policy is the responsibility of the Country Director or other relevant authority.

The latter sections of these guidelines should be used to establish the perdiem for travel to non-presence countries.

Definitions and Eligibility
1.1 Accommodation could be hotels/hostels or guesthouses.  In general CARE should only use hotels in the medium cost range for a given city/town. In remote or small towns CARE can use the top-end hotels in that town, or establish a guesthouse if the number and frequency of visitors justifies it. Guesthouses can be established in any city/town at the discretion of the country office, and irrespective of the availability of suitable hotels.  

Additionally, in some instances visitors may stay with a CARE colleague or with family/friends. In such instances this will be considered private accommodation.

1.2 Perdiems for international travel from one country to another and for internal travel within a country
A travel per diem will be paid to meet meals and incidental expenses of CARE staff and consultants who, for work purposes, are traveling outside their country. 

It is recommended that the same formula be used in the case of establishing an internal travel per diem policy when starting-up a new CARE International presence in a country or for the case of needed to review and possibly adjust an existing internal perdiem policy in an existing Country Office at the start of an emergency programme.

The composition of the perdiem rate is as follows:

	Breakfast
	15%

	Lunch
	25%

	Dinner
	35%

	Incidentals
	25%

	Total
	100%


Staff, consultants and project partners are not allowed to claim perdiem for meals, which they have not taken, or have not paid for. Though there is no formal mechanism to enforce this, staff should be aware of the need for proper stewardship of CARE funds. 

Staff, consultants and project partners are entitled to a % of the established perdiem rates, in the following cases:

	Accommodation
	% Entitlement

	Hotel - Bed only
	100%

	Hotel - Bed and breakfast
	85%

	Hotel - Half-board (breakfast and lunch)
	60%

	Hotel - Full-board (breakfast, lunch and dinner)
	25%

	Guesthouse
	100%

	Private accommodation
	100%


1.3 Duration of per diem payments

Per diems are normally paid for maximum travel duration of one calendar month. In the case of an emergency, it is however recognised that there may be instances where paying perdiems beyond one month is both practical and reasonable or paying for less than a month may be necessary. This is left up to the discretion of country offices. 
It is not practical or reasonable for Country Offices to provide perdiems to staff that are employed to work in emergency responses for periods longer than 3 months. Country offices should establish a reasonable ‘living’ or ‘quarters’ allowance, and accommodation arrangements, for travel beyond three months. Country Offices should keep this timeframe in mind when budget planning for beyond the initial emergency response start-up phase and when planning for staff accommodation arrangements for periods longer than 3 months.
It is expected that in the case of existing Country Offices, local national staff are often the ones first on the emergency scene and are able to travel within the country and remain working as part of the emergency team for as long as their regular work allows. These staff are eligible for any Country Office internal travel and perdiem. Once a Country Office commences local national hire specifically for the emergency, it should, whenever feasible plan to hire local national staff who live in close proximity to the actual site of the emergency programming. It may still be necessary to support such staff with accommodation and depending on the circumstances some level of meal support. It should however not be necessary to provide them with an internal travel and perdiem allowance if their regular place of living is close to their regular place of work, i.e. they are not required to do any internal travel as part of their daily work. The only time they would need to avail themselves of the internal travel and perdiem policy would be if they needed to travel to another location within the country, i.e. for the purpose of training, meetings etc.

All staff should be informed of the expected duration of per diem provisions in order to manage expectations and plan for changed living arrangements. Staff traveling from one country to another should be advised by the CARE International national member that issues their employment contract and contract variation and they should be informed via the Country Office Visitor Briefing Kit. The Country Office managing the emergency response programme should inform all staff employed nationally.

1.4 Other eligible travel expenses

Apart from perdiems and accommodation, for all official and work-related international travel from one country to another, employees are entitled to be compensated for certain expenses.  Such claims shall be considered only on presentation of documentation, such as vouchers, and receipts in support of their claim.  All such expenses shall be reported and claimed through an approved country office Travel Expense Report. 

The following items of expenses are considered as eligible for reimbursement during travel:

· Transportation from home – airport – hotel - office, and back and any other transportation expense incurred by the employee for work purposes during their travel.

· Departure tax and visa fees. 

· Business Communication. These consist of communicating with CARE offices, business associates, etc (phone, fax, e-mail) and are reimbursable against receipts or calling/internet card, but are incurred with discretion. Employees should strive to keep these expenses as low as possible.

· Personal Communication Expenses. Consist mainly of phone calls to home or attending to other personal matters and are reimbursable against receipts (or presentation of calling card) However, such expenses are limited to the lesser of the cost of 30 minutes or USD 75 of communication per calendar week of travel (limitations are prorated for trips less than one week). 

It is recommended that Country Offices also ensure their internal travel and perdiem policies provide for similar other eligible travel expenses, i.e. local transport and personal communication expenses.

Guidelines for Determining Perdiem Rates

This section relates to establishing perdiems for international staff (those who have traveled from one country to work on an emergency in another country) and applies to all non-local CARE staff, project partner staff, and most consultants
. 
This section can also be used to calculate the perdiem rate for staff traveling to countries where CARE has no established presence.

This section can also be used for in the case of an emergency response in countries with CARE presence if an internal perdiem policy has not been established and/or for reviewing the existing internal perdiem policy.
1.1   Identify most frequently used accommodation in the towns/cities where CARE staff would have reason to visit, see section 1 Definitions and Eligibility for details on accommodation.

e.g in West Bank and Gaza: Jerusalem, Ramallah, Gaza, Jenin, Jericho

If guesthouses exist then the perdiem rate for that city/town must be calculated on the basis that the visitor will be staying at the guesthouse.

1.2 For each location establish an average cost of a typical lunch and dinner at hotel(s), or in restaurants in the vicinity of where guesthouses are used.

In identifying an average cost for lunch and dinner, it is advisable to use the cost of ‘open buffet’ at the hotel if available. Also be sure to include the cost of one small bottle of water and one non-alcoholic beverage per meal, and to include all applicable service charges/taxes.

1.3 Add cost of lunch and dinner = 60% of perdiem
e.g Lunch = US$ 15 and Dinner US$ 20, then US$ 35 = 60 % of perdiem

1.4 Add 15% for breakfast
, and 25% incidentals
e.g. US$ 35 = 60%,   then 100% of perdiem = (US$ 35/0.6) = US$ 58.33

1.5 Round down/up to nearest dollar, e.g. US$ 58.33 = US$ 58 (rounded)

1.6 Compare against current maximum allowable rates of your country office’s major/traditional donors: e.g. US government (note that CARE USA allows 85% of the maximum allowed by US government), EU, CIDA, DFID, WB, UN, Dutch Embassy etc.
 

1.7 Ensure that your total rate is below, or equal, that of CARE’s major donors. If your calculated rate is higher, then you have two options:

a- If your rate is higher than that of a donor by less than 15%, then use the donor rate.

b- If your rate is higher by more than 15% then investigate cheaper accommodation (which should mean cheaper meals)

Example rate table for claiming perdiem (for US$ 58):
	Breakfast
	15%
	US$   8.70

	Lunch
	25%
	US$ 14.50

	Dinner
	35%
	US$ 20.30

	Incidentals
	25%
	US$ 14.50

	Total
	100%
	US$ 58.00


Application of Standardized Perdiem Rates
Staff traveling to an emergency context in a country where CARE has no established presence will be directly informed of the perdiem rate by the Team Leader. The CI HR Coordinator will also be informed who will disseminate the information to the relevant national member employers of the staff.

Once a country office has determined the perdiem rates for international visitors to their country (as per section 2 above), an approval may be required by the Country Office line management. In the case of a CARE USA Country Office, approval is required to override a pre-existing perdiem rate. In the case of a Country Office in the MERMU region, approval is required by the regional management unit. In the interests of ensuring all entities are informed in the early days of an emergency, the Country Office should inform the CARE International HR Coordinator who will disseminate the policy. All employer entities in CARE will comply with the policy.
All staff traveling to the country for emergency response business should be informed of the perdiem rate by their employer when they are issued an employment contract or contract variation. 

The country office should immediately disseminate any newly established perdiem for national staff and consultants who may travel within the country for the purpose of working on the emergency response.
The perdiem rate should also be immediately inserted into the Country Office Visitor Briefing Kit (see page XX for Kit template). This Kit is provided to international staff prior to their departure to arrive into the Country Office and is thus another means of informing staff of the perdiem rates.

Travel insurance
Staff traveling to a country outside their regular place of business
All CARE staff and non-CARE staff on official international business for CARE must have adequate travel insurance. This insurance should cover at a minimum emergency medical expenses, medical evacuation to home country and repatriation in case of death. All CARE and non-CARE staff on official international business with CARE should also be provided with war-risk insurance coverage. It is essential for each CARE International national member employer entity to have all insurances fully investigated and in place prior to staff travel. All staff should be informed of and sign an agreement of acknowledgement of their insurance coverage.

It is recognised that each CARE International national member has different insurance practices with different providers that have varying policies. Some national member insurers need to be notified of staff travel 24 or 48 hours in advance and if staff move from one country to another they must also be notified. A copy of the policy number and contact details of each CARE insurer should be kept in the administration files of the Country Office that is managing the emergency. It is the responsibility of each CARE employer to provide all details regarding their insurers to the Country Office at the commencement of the emergency response. The Country Office must ensure they receive a copy of this essential information.
National staff traveling within their country

It is the responsibility of CARE International Country Offices to establish appropriate insurances for locally hired national staff. In the case of establishing a new Country Office, this should be immediately investigated with the assistance of a local labour lawyer. In the case of an existing Country Office, insurance schemes for national staff should be reviewed and adjusted as necessary with relevance to the emergency context. For example, national staff may be required to work in another part of the country, outside their regular place of work and may be required to work in a environment that has greater hazards and safety risks.

Travel Insurance and Perdiems during periods of R&R

A period of Rest and Recovery may be provided to staff working in emergencies for long period of time. If a Country Office does have an R&R policy for staff working on its emergency programme, the amount of perdiem provided during R&R may need to be different from the amount usually provided within the country. If the place of R&R is a location covered by another CARE International Country Office, the perdiem rates used by that Country Office may be used. If it is a location not known to any CARE Country Office, the sending Country Office will need to use the guideline in this policy to determine the appropriate perdiem rates for R&R. Please see the R&R policy in this manual for further information.
Policy Review Process
Country offices managing emergency programmes should review a travel and per diem policy at 3 months after the commencement of the programme. 

In all cases, country offices need to inform the appropriate line management upon a change to perdiem rates. 


Notes to User:  this is a Template that can be used to formulate a Per Diem Policy to suit the Country Office needs. To assist this process, please refer to the ‘Per Diem and Travel Policy Guidelines’.
Introduction

1. The purpose of this policy is to provide direction for Per Diem for CARE International in (insert Country Office). This policy overrides the previous Per Diem policy and is effective as at (insert date of application). This policy may be reviewed from time to time and is subject to change.

Definition

2. Per Diem is a monetary provision for eligible staff members. Per Diem is provided to eligible staff members for the purpose of covering out of pocket subsistence expenses when travelling outside of the primary duty station for work purposes. Per Diem includes out of pocket expenses for meals (breakfast, lunch, dinner) and incidentals including for example laundry, taxis for personal use and other small miscellaneous expenses.   

Eligibility
3.  Consistent with the CARE International principle to achieve common in-country benefits for 
     all staff in humanitarian responses, this Per Diem policy is applicable to -

All CARE International staff members who are specifically deployed to (insert emergency location) for the purpose of assisting in an emergency response operation, and are therefore working outside their regular duty station. 

Per diem
4. CARE International in (insert Country Office) has established a Per Diem policy for different locations in (insert Country)

- (insert emergency locations)




USD(insert $ amount)
- All other cities and towns in (insert Country)


USD(insert$  amount)
Per Diem will be paid in (insert local currency) using the standard exchange rate of (insert applicable exchange rate)
5. The breakdown of the Per Diem will be as follows:

Breakfast
15%

Lunch

25%

Dinner

35%

Incidentals
25%

Procedure

1. A Per Diem Form is to be completed by the eligible staff member applying for Per Diem. In order to simplify administration during the emergency response, the Form enables staff to claim Per Diem for up to a period of one (1) month at a time.

2. It is the responsibility of the staff member to obtain signatures from the approving authority before submission to the HR Unit, for verification. It will then be forwarded to Finance. Finance will disburse Per Diems to eligible staff members.

Variations

8. For international staff that arrived in (insert Country) prior to the commencement of this policy, the former Per Diem rate can be claimed up until the start date of this revised policy. The former rate was -

- (insert main emergency location)


USD(Insert $ amount)
- Other cities and field




USD(Insert $ amount)

The percentage breakdown for meals is to be applied.

Staff that received a Per Diem from another CARE office prior to their departure for (insert Country) should make the necessary adjustments to reflect the revised policy.

9. For new arrival staff the revised Per Diem should apply from commencement of arrival in (insert Country) 

10. Any variation to this policy is at the approval of the Country Director.

Care International in (insert Country Office)


Per Diem Policy











� These guidelines have been developed on the basis of the CARE International principles of harmonization as per the MERMU region.


� In some EU countries and Bulgaria (and in Canadian government grants/contracts) consultants/staff are entitled to a set perdiem as established by local laws. In such cases, exceptions to approved rates can be made at the discretion of the Country Director.


� If hotel accommodation is on bed and breakfast basis, then the individual is entitled to 85% of the perdiem rate. 


� In cases where a non-traditional/non-major donor has rates that are below the regionally approved rates, then the CO, in line with equity for staff should cover the difference to the established rates from flexible funds or miscellaneous income.





