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All Lanka #507
Date:

April 15, 2006
To:

All Staff

From:

Nick Osborne
Country Director

SUBJECT:
CARE Sri Lank Per Diem Policy – Amendment No 1.
This All Lanka circular establishes an amendment to the current per diem policy. It shall be reviewed on a regular basis to take into account the prevailing market rates and travel conditions in CARE Sri Lanka’s areas of operations. 
1. PURPOSE
The Per diem policy is to establish reasonable per diem rate to cover employees’ travel expenses including breakfast, dinner, lodging, and incidentals incurred during authorized travel.  A Lunch allowance will be provided to all staff across the organization (refer to section 5 below) Any other travel related expenses, not covered by CARE, such as telephone calls, hiring of vehicles, use of public transport etc., which may be incurred by the employee during official travel, would be reimbursed by CARE when the relevant invoices/receipts are relevant to official business and included in the Travel Expenses Report (TER).  When the vendors or service providers do not possess official receipt forms, staffs are encouraged to provide a hand written or computer format of receipts of their own, provided these personal receipts bear the name; License plate number (for vehicle or three while); address and signature of the service providers. The hand written receipt will not be approved if the amount of the service is more than Rs500 per transaction or service.
Use of CARE premises:

In places where CARE Sri Lanka has established staff houses, employees would be encouraged to stay there. Therefore, it is assumed that staff staying in these houses will use their per diem to procure foods and to cover all incidental expenses.  No costs would be charged to CARE in this case and we invite the staff to find the best solution that fits their needs.   If the staff house is fully booked, then the option of hotel would then be considered.

When on official travel, CARE staff are allowed to stay with their families’ members or friends, provided that it does not create any coordination problems with the work or travel agenda of the rest of the travelers. 
The Colombo and area offices’ Administration should also ensure that no staff are authorized to stay in CARE office premises.  In exceptional cases, this is may however be required, when the office is adequately set up with appropriate services to provide appropriate accommodation or in extensive circumstances where no other alternatives exists.
2. ELIGIBILITY  

a) Who can benefit? Any CARE employee, national or international, whether permanent or casual, are entitled to claim per diem when required to undertake CARE official business outside their based location/office which requires them to stay overnight. 
b) International staffs and other visitors can claim their lunch based on actual costs as witnessed by a receipt. The diner, breakfast and the incidentals shall be claimed as provided in this policy.
c) Duration: The traveller should stay at least one overnight outside his/her base office, in one of CARE approved hotels or alternatives as explained in this policy.   On a case by case basis, a waiver can be approved when project activities are implemented within the project area but require staff to stay overnight due to the convenience and necessity of the program participants.
3. NEW PER DIEM RATES 

3.1. For staff staying in CARE approved Hotels:
Lodging at CARE approved Hotels will be based on actual costs.   In case where booking is on room only, meals, including breakfast and dinner offered by the hotel will be based on actual costs, and should not exceed a maximum of Rs 1,200 per day.
3.2. For Staff staying at alternative accommodation of their own choice:
The per diem for meals is Rs. 500/- per person per day.
The same amount of per diem is paid whether the travel is done with a CARE vehicle, public transportation or any other forms of transportation.  When traveling long distance in an airplane, per diem will prorated in the same way as stated in section 4 below, since most airplanes provide adequate meals.

4. POSSIBLE ADJUSTMENTS TO THE PER DIEM RATE:
In addition, where any of the following meals are provided to CARE employees, deductions in the per diem claim should be made as follows:
Breakfast
25% deduction
=
Rs125
Dinner

45% deduction
=
Rs225
Incidental
30% deduction
=
Rs150

Total

100% deduction
=
Rs500

Incidentals are 30% of the per diem and can be claimed at anytime a per diem is due to an employee.  When CARE provides a full board workshop or seminar or alike, employees should only claim the incidentals. The travelers have the latitude to spend incidentals as they wish.
Please refer to section 5 below for provisions about the lunch.
5. MEAL ALLOWANCE:

Instead of including lunch in the per diem rate, CARE has agreed to pay a daily meal allowance for lunch to all CARE staff, whether on travel status or not.  The rational behind this allowance is that each of the staff members is exposed to the same proximity and price conditions compared to his/her residence, as a regular traveler.  The food allowance is 4,100 Rupees per month per person and will be added to the salary and will be subject to income tax.
6. PAYMENT
Per diem is generally paid in advance of the travel, based on a form prepared by the traveler and approved by the Asst. Country Directors for Colombo and the Area Directors or the Project Directors for the field offices.  In certain instances, the traveler may not request an advance but submit a reimbursement for travel expenses within the rates established by this policy upon completion of the travel.
Important notes:

6.1.1. When the travel is initiated before 12:00 noon, then a full perdiem is paid for the first day.  If the travel is initiated any time after 12:00 noon, then 50% of the full per diem (or Rs 250) will be paid.   

6.1.2. When the travel is completed prior to 12:00 noon, then 40% (or Rs 200) of the full per diem will be paid. If the travel is complete any time after 12:00 noon, then a full per diem will be paid, 

7. APPLICATION
This amendment will come into effect as of 1st May 2006.   It supersedes all previous policies and procedures in regard to Per Diem.  Further, it will be an integral part of the Human Resources Manual of CARE Sri Lanka.
