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SECTION ONE: INTRODUCTION

1. INTRODUCTION

1.1. Background

Please include the objective of the organization, date established, area of activities (specializations), and the reason for the revision of the previous manual (if applicable), changes made to earlier travel management policies and procedures and other important information.

This reference manual, is one of several generic manuals developed with generous support of the European Union (EU) under the lead role of Life and Peace Institute (LPI) and implemented by the Ethiopian Institute of Peace (EIP). The main purpose of the manuals is to aid local CSO’s to adapt and adopt, and customize these manuals and internalize them as part of their policies. Apart from this manual, other generic reference manuals developed to support CSOs in this regard include: Financial Management Policy Reference Manual; Human Resource Management Policy Reference Manual, Procurement Management Policy Reference Manual; Administration Policy Reference Manual; and Anti-Corruption and Ethics Policy Reference Manual.

1.2. Purpose of This Policy Reference Manual

This Travel Policy manual outlines the policies and procedures that can be adapted and customized by a CSO and adopt it as its travel policy and procedures manual. The travel manual is used in conjunction with the memorandum and articles of association and general policy of {Insert Name of your organization} and other operational documents including policies and procedures as amended from time to time by the Board of Directors (BOD), concerning various governing aspects of {Insert Name of your organization}. 

The purpose of this manual is to define travel policies and procedures of {Insert Name of your organization}. The manual provides a statement of applicable {Insert Name of your organization} policies and procedures. Further clarifications are issued from time to time and incorporated in this manual. It governs the legal and ethical relationship between {Insert Name of your organization} and its staff, thereby setting the rights and obligations for both parties. 

The travel manual provides the framework and policy for best practices in travel management for the organizations and that guide teams, regardless of size, to manage the most critical resources of the organization- its staff and associates based at {Insert Name of your organization} head and field office.

The travel manual is periodically amended and it is the responsibility of the Admin and Finance Manager or his/her designate to update the manual, have it approved by the BOD and place a readable copy on the server to ensure an easy access for all the employees. Approving authority, the BOD or a subcommittee duly authorized by the BOD and comprising board members. The suggestions for approval or otherwise will be placed before the BOD for final decision. Special care has to be taken that every committee or any forum or group set up for any purpose in CSO must have balanced representation of both men and women to the extent possible or practical. 

1.3. Use of This Manual by Staff

This manual is designed to acquaint staff with the travel policies and procedures of {Insert Name of your organization} and provide information about approved business travel from the office of the {Insert Name of your organization} (i.e..., one’s normal place of employment), or one’s home, to an outside of the office area ranging 25 kms. {Insert Name of your organization} has developed this manual within the context of local conditions, international best practices, donor guidelines and the Ethiopian laws and regulations. The manual will serve as an on-going reference and guide for {Insert Name of your organization} employees in carrying out their duties and responsibilities.

The policies and procedures in this manual have been established to assist employees in understanding what is expected of them during their travel with {Insert Name of your organization}. This manual contains confidential information that the staff must not publish or distribute without prior written approval of the Executive Director of {Insert Name of your organization}. All forms or templates mentioned in the manual shall be kept in the office as hard copies and in an electronic filing system of the {Insert Name of your organization} as soft copies.

In case of lack of clarity about any particular clause, sentence or work contained and/or non-availability of any policy/guidelines in this manual, the interpretation and decisions of the Executive Director (ED) shall be final. The Executive Director will have the authority to waive, write off or change any particular policy or clause in this manual if necessary, for the interest of the organization. However, the Board of Directors of {Insert Name of your organization} should have information of such changes

Amendments of this manual are done in general, in consultation with the staff members unless it is impracticable to do so.

Any modification shall enter only into force retrospectively if the change is not of the disadvantage of the staff member and the changes is approved by the BOD or its assigned sub-committee. All staff must sign (Annex 1), to acknowledge receipt and understanding of this policy manual.


1.4. Objectives of The Travel Policies and Procedures

{Insert Name of Your Organization} recognizes that travel is required in order to fulfill its mission and objectives. In order to support that goal, maintain appropriate stewardship of organization’s resources, and ensure compliance with all applicable regulations, it has developed this travel guidelines and procedures. {Insert Name of Your Organization}’s Travel Manual is the authoritative source for those guidelines and procedures, which apply to all employees, volunteers, interns, board members and third parties who undertake {Insert Name of Your Organization}’s business travel.

This policy document establishes policies and procedures for staff, associates and board members traveling on behalf of {Insert Name of Your Organization}, referred to as “travelers” in this policy. Questions regarding the travel policy not addressed in this document should be addressed to the Administration and Finance Director. Similarly, any deviations or required exceptions from the policies in this manual must be presented to the Administration and Finance Director (AM&F).

The objectives of the Travel Policies and Procedures are:

· to ensure all travelers have a clear and consistent understanding of policies and procedures for business travel costs incurred on behalf of {Insert Name of Your Organization};
· to provide measures to take to minimize risks to the traveler’s safety and security;
· to provide business travelers with a reasonable level of service and comfort at a reasonable cost;
· to maximize {Insert Name of Your Organization}’s ability to negotiate discounted rates with preferred suppliers and reduce overall travel expenses.

[bookmark: _Hlk142945583]The following policies apply to all travel undertaken on behalf of {Insert Name of Your Organization}. 





[bookmark: _Hlk143125306]


2. ABOUT THE {INSERT NAME OF YOUR ORGANIZATION HERE}

2.1. {Insert name of your organization here} mission, vision and goals

Please insert the vision, mission and goals of your {Insert name of your organization here} here.

2.2. Organizational Structure and Management

Insert {Insert name of your organization here} organizational chart here.

2.3. Management Team

The management team is made up of the Executive Director, Deputy Director, Administration and Finance Director, and Program Managers. (Please specify as applicable to your organization)
The Management team is responsible for making decisions that affect the day-to-day operations of {Insert name of your organization here}.

2.4. Travel Management Team

The primary responsibility for the administering and overseeing the Travel policies and procedures is vested in the Administration and Finance Director {where this does not apply please insert applicable position of the Travel focal point in organization} with the approval of the Executive Director.

2.5. Policy Review and Updates

The Administration and Finance Director has primary responsibility for maintaining these policies and procedures. The policies and procedures will be reviewed annually and updated as needed.

2.6. [bookmark: _Hlk143121768]Approval Responsibility

Enforcement of the travel policies is the responsibility of each manager.

All travelers must book trips well in advance of travel to obtain the best value for money. The traveler is responsible for complying with the travel policy. The budget holder approving the travel is responsible for verification of the following:

· Travel is required and will benefit the organization and/or its members/partners/clients.
· The trip is booked sufficiently in advance to obtain best value for money and adequate funds exist within the budget to cover the trip cost.
· The decision to travel has taken into account the carbon impact and considered other alternatives to travel.

Any employee traveling for a non- {Insert Name of Your Organization} event, that is one that is not paid for by a donor or other third party, must receive prior approval for travel, from their ED or the line manager regardless of budget availability.

2.7. [bookmark: _Hlk143121758]Delegation of Approving Authority

Authority to approve the Travel Authorization may be re-delegated to the lowest level of management that has responsibility for both program accomplishment and obligation or commitment of funds.

2.8. [bookmark: _Hlk143121751]Traveler’s Responsibilities 

An employee traveling on official business is expected to exercise the same care and reasonableness in incurring expenses that a prudent person would exercise if traveling on personal business. The traveler will limit expenses to those that are essential to the transaction of official business. Employees will be responsible for paying increased costs that result from personal preference. Employees must travel to their destination by the usually traveled route unless ED authorizes or approves a different route as officially necessary. In addition, ED has to find it in its best interest to authorize travel from a location other than the official duty station. Personal convenience is not a reason for ED to alter the travel.

Employees should use discretion when expending {Insert Name of Your Organization} funds and for ensuring that expenditures are necessary and appropriate for meeting business needs. In addition, employees are expected to:
· Be familiar with, and follow, the policies and procedures specified in this manual and, if applicable, the policies of their particular department and/or program;
· Provide receipts for all expenses except presenting receipt is not specified as a requirement in this manual; and
[bookmark: _Hlk142946278]In order for reimbursements or amounts paid directly by {Insert Name of Your Organization} on behalf of the employee travel, The employee must:
· Have paid or incurred expenses while performing services as {Insert Name of Your Organization} employee;
· Adequately account for these expenses within a reasonable period of time; and,
· Return any excess reimbursement or allowance within a reasonable period of time.
· presents the travel expense support documents and claim report within 10 days from the last day of the trip.

2.9. [bookmark: _Hlk143121688]General Policy

2.9.1. Background

The purpose of this manual is to establish the policies and procedures of the {Insert Name of Your Organization} concerning authorized travel expenses for employees incurred while conducting activities on behalf of and for the benefit of {Insert Name of Your Organization}. These activities trips are domestic and, under exceptional circumstances, international. Employees traveling on {Insert Name of Your Organization} activities are entitled to transportation, hotel accommodations, and services, as needed, which meet reasonable and adequate (not lavish) standards for convenience, safety, and comfort. Employees are expected to use discretion and good judgment regarding expenses charged to {Insert Name of Your Organization}.

These policies will be consistently adhered to irrespective of the funding source (i.e., with monies from finance of Donor/HO sources). It is the responsibility of all {Insert Name of Your Organization} employees to comply with the policies and procedures in this manual. Ultimately, it is the responsibility of the Executive Director (ED) to ensure that these policies and procedures are implemented.

2.9.2. [bookmark: _Hlk143121724]Related Personal Travel

Any personal expenses incurred during, before, or after official {Insert Name of Your Organization} activities are the responsibilities of the employee. If the employee wishes to take a side trip before or after the official {Insert Name of Your Organization} activities/programs trip, then any expenses associated with these trips are the responsibility of the employee. 

An employee may combine vacation or personal leave with an activities trip, if it is approved in advance by the Executive Director, including first completing a necessary request form (see Annex 2) and then having it signed by the Executive Director. {Insert Name of Your Organization} will reimburse the employee for authorized travel expenses associated with the activities portion of such trips provided there is a net savings to {Insert Name of Your Organization}. {Insert Name of Your Organization} is not responsible for any costs (e.g., transportation, lodging, or meals) associated with the vacation or personal days.
2.9.3. [bookmark: _Hlk143121734]Traveling Companions

Any additional costs associated with an employee’s traveling companion cannot be charged to {Insert Name of Your Organization} and are the responsibility of the employee (i.e., spouses/guests traveling with {Insert Name of Your Organization} employees are responsible for paying their own individual expenses).




















[bookmark: _Hlk143122495]


SECTION THREE: LOCAL TRAVEL
3. LOCAL TRAVEL POLICY
All travelers are encouraged to review these policies prior to departure in order to complete necessary pre-departure steps, understand what is allowable, and ensure that they understand all policies.
A. Travel outside usual place of work

For official travel outside usual place of work within the Ethiopia, {Insert Name of your organization} staff will be entitled to travel by office vehicle or rented by the office, bus, or economy class ticket air travel. If more than two staff members travel together, {Insert Name of your organization} may allow them to travel by official vehicle or may select for them the most economic mode of transport.

Considering security and geographical condition, female staff should be given priority in accessing the safest mode of transport.

A staff member needing an office vehicle should inform the Admin and Logistics Officer at least five working days before the date of travel. The information will include starting date and time, place, duration and places for pick up and approximate ending time of the trip.

The procedures for booking tickets depend on the mode of transport and shall be purchased by the Admin and Logistics Officer. The concerned staff member must inform the responsible staff member officially by submitting the approved Duty Trip/Travel Request form so that the staff member can make the necessary bookings and arrangements.

In case of any change of schedule, the concerned staff member shall inform the office immediately in order to avoid or reduce any cancellation penalties.  

B. Travel by official vehicle

[bookmark: _Hlk142947775]All {Insert Name of your organization} staff members are eligible to use the official vehicles for official use. Use of vehicle shall be communicated via email to the Admin and Logistics Officer at least one working day, and in case of field trips five working days in advance. 

Consultants (except accompanied by {Insert Name of your organization} staff), or persons not belonging to {Insert Name of your organization} are not allowed to travel by official vehicle. Only the Executive Director or her/his deputy, at her/his discretion, may authorize any exception for special circumstances.  A waiver of liability shall be signed by the passenger and submitted to the driver.   

3.1. [bookmark: _Hlk143123099]Travel Approval

If staff of {Insert Name of your organization}, due to the job requirements, have to travel outside their usual place of work, but within Ethiopia or outside the country, field visits, partner office visits, training, exposure visit, meetings, and workshop or for any other official business, then it is the responsibly of the staff member to get a prior approval for the travel from the line manager and security focal point, subject to signing off of the immediate supervisor or the Executive Director in case of the supervisors.

1. Travel Approval is required to:
· Ensure that the trip has been approved by the immediate supervisor
· Ensure that management knows where staff are at all times;
· Allow support or other staff sufficient time to make travel arrangements; and
· Provide advance for vehicle allocation (or to reschedule travel if a vehicle is not available).
2. [bookmark: _Hlk143120372]Approval must be obtained using the Travel Advance Request Form (Annex 2). Preferably, a separate form must be used for each traveler.
3. For local travel, travel arrangements need to be made in advance regardless of whether the traveler is traveling by airplane, project vehicle, or other locally-arranged transport (taxi, car hire)
4. Project Vehicle: The Admin and Logistics Officer is responsible for the coordination of project vehicle use and requests for its use. Traveling staff should place vehicle request form 5 days ahead of the scheduled field trip.
5. Air Travel: The Admin and Logistics Officer is responsible for the coordination of making airline reservation and purchasing airline tickets. Traveling staff should place Air ticket request using the travel request form 5 days ahead of the scheduled field trip.
6. Other Local Transport: Local taxis or car-hire may be used if project vehicles cannot meet the needs of the project or in an emergency situation. Admin and Logistics Officer will approve the use of taxis or car-hires.

3.2. Per Diem
[bookmark: _Hlk142948104]{Insert Name of your organization} staff shall be entitled to per diem to meet the supplementary expenses for food, if they travel outside their usual place of work locally in Ethiopia. The BOD at the recommendation of the Executive Director on an annual basis approves the per diem rates.

1. Per Diem is an amount of funds provided to a traveler to cover the costs of lodgings, meals, and travel-related incidental expenses.
2. {Insert Name of your organization} believes Per Diems are paid only for the purposes of covering expenses.
3. {Insert Name of your organization} uses the Lodging Plus system where per diem is based on two parts: 1) Lodging; and 2) Meals and Incidental Expenses (M&IE); and the flat rate system.
4. With this per diem schedule, the rate for Lodging represents the maximum cost a traveler may be reimbursed for actual local costs. Costs are directly reimbursable, with an adequate receipt, up to this maximum.
5. The M&IE portion is a flat rate by location and does not require any receipts.
6. M&IE is intended to cover all meals and any incidental expenses such as laundry, tips, personal phone calls, etc.
7. Each per diem rate has an allocation breakdown for breakfast, lunch, and dinner. Therefore, the amount of per diem allocated to breakfast, lunch and/or dinner can be deducted from the traveler’s per diem if a meal was provided to the person by the project.
8. For example, if a traveler is attending a project-funded workshop and lunch is provided as part of the workshop, then the traveler is not given the lunch per diem amount. To do so would double-count the cost of the lunch by the project: one payment as part of the per diem, another payment for the workshop lunch itself.
9. Please note that if breakfast is included as part of the cost of the hotel room, the cost of breakfast does not have to be deducted from the per diem amount. If breakfast is provided as part of the project activity (e.g., breakfast is provided at a project meeting) then breakfast should be deducted from the per diem.
10. [bookmark: _Hlk142949153]It is important to note that a different per diem rate is used for {Insert Name of your organization} staff and non-staff individuals. For instance, staff may use the Lodging Plus per diem rate while non-staff use the flat rate per diem as indicated below.

3.2.1. Staff Per Diem Rates

1. {Insert Name of your organization} Staff Rates should follow the guidelines described in the table below:

Table 1: Staff Per Diem Policy

	

Location
	Lodging Plus Rate
	Flat Rate
	Flat Rate Breakdown

	
	Maximum
Lodging
	M&
IE
	
	Breakfast
(10%)

	Lunch
(20%)

	Dinner
(25%)

	Incidentals
(10%)

	Lodging
(35%)

	District/Village
	0
	0
	400
	40
	80
	100
	40
	140

	Zonal Towns
	500
	300
	500
	50
	100
	125
	50
	175

	Regional Towns
	700
	300
	600
	60
	120
	150
	60
	210

	Addis Ababa
	1000
	400
	700
	70
	140
	175
	70
	245




2. Per diem for district towns considered expensive, such as Lalibela, will be calculated based on the Regional town rate. The rate for any town deemed expensive will be considered to take higher rate with approval from the ED.
3. A Day Trip is defined as travel outside of the location in which a staff member is based, that does not include an overnight stay.
4. Staff who take a day trip for project work are entitled to a day trip allowance to cover the costs of meals and incidental expenses.
5. The minimum number of distances to claim a day trip allowance is travel of at least 25 km (one way) outside of their work duty station.
6. The Day Trip Allowance amount will be calculated based on a proration of the flat rate per diem policy indicated in the table above under #1. Accordingly;
6.1. Staff who were on a day trip travel and returned back to duty station before 12:00 pm will get 20% (breakfast and incidentals) of the flat rate of the location of the field activity.
6.2. Staff who were on a day trip travel and returned back to duty station before 5:30 pm will get 40% (breakfast, lunch and incidentals) of the flat rate of the location of the field activity.
6.3. Staff who were on a day trip travel and returned back to duty station After 5:30 pm will get 65% (breakfast, lunch, dinner and incidentals) of the flat rate of the location of the field activity.
6.4. The same proration rule applies for staff returning from overnight field work.
7. Staff traveling for overnight field work are entitled the full amount Per diem rate regardless of their departure from their duty station.
8. Staff need to present a receipt for their lodging if they are using the lodging plus rate. Reimbursements are only made based on the receipts. If the lodging receipt is above the maximum permitted amount, only the maximum permitted lodging amount will be paid to the staff.
9. In a case where direct lodging payment is necessary, the finance office can help facilitate this process.
10. Receipts are not required for Flat rates.
11. Consultants and other short-term staff undertaking {Insert Name of your organization} activities are entitled to the same Per-diem rates as {Insert Name of your organization} staff, unless other rate is indicated in their contract agreements in which cases the rate specified in the signed contract agreement will be followed.

3.2.2. Non-Staff Per Diem Rates

For Non-staffs, excluding consultants and other short-term staff undertaking {Insert Name of your organization} activities, {Insert Name of your organization} implements the following harmonized DSA rate (See Table 2 below) for Federal, Regional, Zonal & Woreda level meetings. This harmonized DSA rate is adopted from the manual issued by the Ministry of Finance. This per   diem   manual   shall   be   applicable   when   programme/project   events   are financed by development partner supported programme/projects such as meetings, seminars, conferences, workshops, trainings, field visit, monitoring and evaluation, community mobilization and other related events organized at federal, regional, zonal, woreda and kebele level.

	Table 2: Extract From” Harmonized Per Diem Rates and Other related Expenses Payment manual for Programmes/Projects Financed by Development Partners” issued by the Ministry of Finance, October 2020

	
Part Two
Per Diem
2.1. Per Diem Payment

Payment of per diem shall be calculated in accordance to the civil service commission allowance payment directive number 3/2012. According to the directive, the total lump sum per diem payment will be applied based on the following criteria: 10% for Breakfast, 25% for Lunch, 25% for Diner & 40% for Hotel accommodation.

2.2. Eligibility criteria for Per diem

If civil servants and/or other stakeholders and/or community members participating in programmes/project related events, which are conducted at a location other than the participant's duty station and when a participant is required to stay over-night, s/he will be entitled to a full-day per diem rate. If civil servants and/or other stakeholders and/or community members participating in programme/project related events which are conducted at a location other than the participants duty station and if a participant completes its duties during day time and return back to home, s/he will be entitled for food expense coverage payment in accordance to the civil service commission directive article 3(2) and (3).

2.3. Per Diem Rate for Government Appointed officials

The per diem rate for government appointed officials participating in development partner financed programmes/projects related events shall be applied in accordance to the government appointed officials per diem rate which is issued by civil service commission. However, whenever necessary, the per diem rate allowance provided in this manual for the civil servants and other stakeholders can be applied for government appointed officials.

2.4. Per Diem rate for Civil Servants and Other Stakeholders

2.4.1 Civil servants and other stakeholders shall be paid birr 850 per day without any discrimination on the basis of salary and position when they participate in any development partner financed programmes/projects event which take place in Addis Ababa. Regarding the eligibility criteria for per diem payment, the new civil service per diem payment manual, article 3 (2) and (3) will be applicable.

2.4.2 Civil Servants and other stakeholders will be paid birr 650 per day without any discrimination on the basis of salary and position when they participate in any development partner financed programmes/projects event which takes place in regional and zonal capital cities. Regarding the eligibility criteria for per diem payment, the new civil service per diem payment manual, article 3 (2) and (3) will be applicable.

2.4.3 Civil servant and other stakeholders shall be paid birr 450 per day when they participate in any development partner financed programmes/projects event which takes place in woreda town without any discrimination in terms of salary and position. Regarding the eligibility criteria for per diem payment, the new civil service per diem payment manual article 3 (2) and (3) will be applicable.

2.4.4 Civil servants and other stakeholders shall be paid birr 125 per day when they participate in any development partner financed programmes/projects event which takes place in rural kebeles within the woreda they are living. The payment will be effective regardless of salary and position of the participants. Regarding the eligibility criteria for per diem payment, the new civil service per diem payment manual article 3 (2) and (3) will be applicable.

2.4.5 Civil servants and other stakeholders shall be paid birr 125 per day when they participate in a development partner financed programmes/projects event which takes place outside of the participant's duty station but within the city/town the participant is living. The payment will be effective regardless of salary and position of the participants.

2.5. Per Diem rate for Community Members

2.5.1. Community members shall be paid birr 125 per day for participating in any development partner financed programmes/projects event which takes place in the woreda town they are living or when the event takes place in one of the rural kebele involving participants from different nearby kebeles.

2.5.2. When Community members participate in an event that takes place outside of the woreda they are living and when they participate in events taking place in Addis Ababa, regional and zonal cities and other woreda towns, they will be entitled a per diem in accordance with the provisions of sub-article 2.4, section 2.4.1 to 2.4.3 of this manual.

2.6. Numbers of Days entitled for per diem

Any participant is entitled to get a per diem for the number of days s/he is participating in an event including for travel days (before and after the event), if and only if the event is taking place out of his/her duty station. The per diem payment criteria will be in accordance to the new civil service commission per diem directives article 3, (2) and (3).

2.7.    Full board accommodation

If the organizer of an event covers all expenses (full board accommodation), per diem shall not be paid for the duration of the event, rather per diem shall be paid only for the travel days before and after the event.

2.8.    Hardship Allowance

Participants will be entitled for hardship allowance in addition to the per diem rate if an event takes place in the area identified as remote and hazardous as per the civil service commission per diem manual.

Part Three
Transportation Allowance

Travel cost will be reimbursed based on the following evidences:

3.1. An official receipt in accordance with the tariffs issued by the Road Transport Authority and the Railways Corporation for public transport.
3.2. An official receipt of transport service issued by an officially recognized private transport companies.
3.3. An official round trip receipt issued by Air transport service.
3.4. If the participants use office vehicle, an official receipt based on the existing market price of fuel and assuming that the vehicle will travel on average 5 km per liter.
3.5. If a participant is using air transport and if airport pick up transport service is not provided by respective organization, s/he will be paid Birr 200 for each trip to cover taxi expenses from/to the airport.




3.3. [bookmark: _Hlk143123232]Travel Completion

3.3.1. Travel Expense Request

1. [bookmark: _Hlk143120434]The Travel Expense Request Form (Annex 3) must be completed by the traveler upon completion of the travel. This report is used to document reimbursable travel expenses and to calculate the per diem amount owed to the traveler (less any advances).
2. The Travel Expense Report should be submitted to Finance section within a maximum of five (5) days of completion of travel.
3. The Travel Report and any necessary approvals should be attached. The Finance Officers will review the form and make sure that it is complete and accurate.
4. {Insert Name of your organization} will reimburse staff, or pay certain outside vendors, for necessary and reasonable transportation and travel related expenses incurred in connection with the {Insert Name of your organization} business travel that has been approved by an authorized individual under the following circumstances:
· [bookmark: _Hlk142950995]The traveler has adhered to {Insert Name of your organization} policies and procedures;
· The travel expenses are reasonable and allowable;
· The traveler acts in a prudent manner when expending {Insert Name of your organization}, sponsor and donor funds;
· The expenses have a legitimate business purpose and are supported by appropriate documentation;
· An authorized individual, who is at least one level of management above the traveler, has approved the Travel Expense Report and,
· All expenditures are accurately reflected on the appropriate general ledger account

3.3.2. Travel Receipt Requirements

1. Any expense of Birr 500 [five hundred] or greater must have an original/official receipt in order for the traveler to be reimbursed for the expense.
2. Receipts must include the date that the expense was incurred, a description of the expense (in English) including purpose and origin/destination (if applicable), and the amount.
3. These receipts must be attached to the Travel Expense Report.
4. Specific requirements for other receipts:
4.1. Lodging: Receipts must include traveler’s name, dates of stay, number of nights of lodging received, number of room occupants, the lodging rate per night plus applicable taxes, and the total amount paid.
4.2. Airline travel: Original airline passenger coupons/receipts for paper tickets and a boarding pass.
4.3. Taxi/Public Transport: The origin and destination of the traveler, the date, and the amount.

3.3.3. Travel Report

3.3.3.1. Travel Report
[bookmark: _Hlk143120519]A traveler may be asked to prepare a Travel Report Form (Annex 4) for certain trips, as determined by the line manager/Executive Director. The report will be due within 5 days of completing a business trip and submitted to the Executive Director.

1. All travelers are required to complete a Travel Report Form (Annex 4) after the completion of travel.
2. The Travel Report documents the reasons for the travel and provides a written record of the activities, findings, and next steps.
3. A driver’s trip report should include appropriate vehicle information.
4. The Travel Report must include the following information:
· Traveler’s Name
· Location Travelled to
· Travel Date(s)
· Travel Objective(s)
· Work Plan Objective(s) Fulfilled
· Travel Activities
· Persons Contacted
· Project Approval
5. The Travel Report should be reviewed and approved by the traveler’s immediate supervisor and attached to the Travel Expense Report for processing.

3.3.3.2. Travel Expense Report
Travel Expense Report (Annex 3) must be submitted to the Finance Office within 5 days of completing a business trip. Each traveler is responsible for preparing and submitting their own report. Each traveler is responsible for providing receipts to support. The traveler is also responsible for submitting all used and unused airline tickets purchased by {Insert Name of your organization} or the traveler.

[bookmark: _Hlk142951287]The organization should reimburse employees and consultant for reasonable business travel expenses incurred while on overnight assignment away from the normal work location. Travelers are expected to limit expenses to reasonable amounts. A cost is reasonable if, in its nature or amount, it does not exceed that which would be incurred by a prudent person under circumstances prevailing at the time the decision was made to incur the costs. All business meetings expense claimed must include the names of the people attending, their relationship to {Insert Name of your organization} and the points discussed. 

The organization should reimburse travelers for the cost of transportation and other related expense based on policies, restrictions and rates in the conditions of service. The traveler must submit a completed travel expense report to the finance department no later than five days after his/her travel has been completed. In instances where the amount of the advance was not sufficient to cover allowable travel expenses the traveler will be reimbursed for the difference. When the advance exceeds the allowable travel cost, the traveler is expected to remit the difference immediately to the Accounts dept upon receipt of the final expense report. Expenditure should be guided by the conditions of service. 

When the finance officer receives the Travel Expense Report Form, he/she should calculate the total allowable expenses and match the total cost of funds expended against the total advance obtained. If the total expenses are more than the advance, the expense report form will form the basis as backup documentation for issuing a reimbursement to the traveler. It should be noted that consistency here is very important. If the advance is more than the total expenses, the traveler owes the project the difference. This money should be collected from the employee and should not be allowed to form unauthorized staff Loans. The finance department should issue a receipt to the traveler for the amount paid and immediately arrange to deposit the funds in the relevant bank account.

3.4. [bookmark: _Hlk143123352]Third Party Reimbursement of Travel Expenses

{Insert Name of your organization} employees may be asked to participate in outside meetings, seminars, lectures, or committees. These requests may include offers by a third party to pay travel costs (or portions thereof), registration fees, or an honorarium.

Participation in outside meetings, seminars, lectures, or committees must be approved in advance by the Executive Director.

If it is deemed appropriate for {Insert Name of your organization} employee to participate in an outside event as part of their official duties, then offers by a third party to reimburse {Insert Name of your organization} for employee expenses may be accepted by {Insert Name of your organization}. Any travel expenses not covered by a third party, will be covered by {Insert Name of your organization} in accordance with {Insert Name of your organization}’s travel policies and procedures. If an employee is reimbursed or paid directly by a third party, then the employee’s Travel Expense Report shall clearly identify such expenses. {Insert Name of your organization} employees should not accept any special benefits, such as first-class travel or luxury hotel accommodations.

{Insert Name of your organization} employees may accept honorariums, if approved in advance by the Executive Director and if in compliance with {Insert Name of your organization}’s conflict of interest policy (see “Ethics and Anti-Corruption Policies and Procedures” section of {Insert Name of your organization} Manual.

3.5. Travel and Per Diem Advance

{Insert Name of your organization} will provide travel cash advances to staff travelling within or outside the country. A travel advance may consist of the estimated expenses for transport, accommodation and other travel related costs. The amount of the advance is based on local per-diems and lodging policies as stated in this manual.

Any advance has to be settled within five days of returning from the trip. Any previous travel advance must be settled before a subsequent request for travel advance can be submitted. 

Advances should be accounted for within five days of the completion of the related trip. Failure to reconcile travel advances within 10 days of travel may result in the Travel Advance amount being deducted from the pay. 

Advances or balances due to the organization, which are more than one month outstanding should be deducted from an employee’s salary. 

A Trip advance book should be maintained by the finance office showing name of employee receiving the trip advance, date advance is obtained, date advance is reported and name of officer who received the expense report.

3.6. Settlement of Advance

Upon returning to the {Insert Name of your organization}’s office base, staff members are required to submit a travel expense report within five working days with an approved field report approved by the line manager. The expense report will include the departure time, arrival time, duration of travel, travel expenses, per diem, accommodation and/or any other incidental expenses.
 
The staff member shall be reimbursed after verification of expenses by the Finance Department.










SECTION FOUR: INTERNATIONAL TRAVEL

4. International Travel

Following approval of the Executive Director for an abroad travel, the concerned staff member shall inform the responsible staff member for travel management well in advance along with the relevant documents for processing and settle other official matters for the travel. {Insert Name of your organization} will process the visa, tickets, reservation of accommodation etc. on behalf of the staff member.

{Insert Name of your organization} staff are entitled to travel by air (economy class), train (first class) or other travel means as required to reach the travel destination.  

4.1. International Travel Policy

1. All international travels must be approved by the ED.
2. Requests for approval should be submitted by email to the ED no later than the first week of the month prior to the month the travel is scheduled to occur (e.g., a request for February travel should be submitted during the first week of January).
3. If the need for international travel arises after this deadline, notify the ED as soon as Possible. 

The email request to the ED should include:
· Traveler’s Name
· Purpose of Travel
· Start and End Dates of Travel
· Origin and Destination of Travel (including intervening stops)
· Anticipated Cost of Travel (in USD)

4. A copy of invitation letter from the organization abroad must be attached to the request email.
5. The employee is allowed to travel only if approval is provided by the ED.
6. The Admin and Logistics Officer is responsible for arranging international travel.
7. Traveling staff are responsible for arranging visas. The cost of any visas, passports, and passport photographs are allowable expenses, if the travel is work related.
8. International travelers should consult the Administration and Finance Director and the Admin and Logistics Officer for up-to-date information on health insurance. Additional medical coverage, for emergency medical services and evacuation, is provided at the expense of the Project. The HR Manager is responsible for assisting staff traveling internationally with Health Insurance processing.

4.2. Reservation Procedures

[bookmark: _Hlk142952570]With the assistance of the Admin and Logistics Officer, the traveler is mainly responsible for booking her/his own travel, contacting one of {Insert Name of your organization}’s approved travel agents. However, they may obtain assistance of the Admin Assistant staff to facilitate the reservation process.

Exceptions to booking the trip through the approved travel agent may be made if a better fare can be obtained by the traveler him/herself, as is sometimes the case using the internet, but should be confirmed that the travel agent cannot price match. In all cases, prior approval before booking is required from the ED. If the booking is made through the internet by credit card the traveler is to seek reimbursement through an expense claim.

The traveler will make travel arrangements in a timely manner to obtain the least cost itinerary, two months prior to an event. Travelers are expected to use the lowest cost airfare, determined by the on-line booking tool or the travel agent, unless its selection would:

· Add an additional night out to an overseas trip and the cost of the overnight stay is more than the difference between the lowest cost and the next lowest cost flight.
· Mean two or more aircraft changes.
· Extend travel time by more than three hours (or on a trip of less than two hours the travel time is more than doubled).
· Require a transit time of more than four hours at an interchange point. (Although interchanges of less than one hour are not recommended on international flights)
· Contravene donor regulations by not using a certain carrier, such as Fly America.
· Not meet the business need for presence at a combination of venues and can only be met by a schedule.
[bookmark: _Hlk142952834]There may be times when, due to uncertainty in other travel arrangements, a more flexible fare ticket is required to accommodate potential changes to the itinerary after it is ticketed. Therefore, the ability to cancel or change a ticket for a small fee before departure, must be considered when booking a flight. {Insert Name of your organization} does not hold a separate insurance policy to cover flight cancellations.



4.2.1. Airline Class of Service

All air travel, with the below exceptions, must be in coach/economy class. Business class may be used under the following circumstances with prior approval as indicated:

· When the use of business-class accommodations is necessary to accommodate a disability or other special need. The disability or special need must be substantiated in writing by a competent medical authority, associated documentation on file in the Human Resources Department and prior authorization be obtained from the Executive Director.
· At the employee’s personal expense or by redeeming frequent flyer mileage. This does not require prior approval.

4.2.2. Seat Assignments

{Insert Name of your organization} will only pay for seat assignments, when the flight is over four hours and up to $50 only. This does not apply to Economy Plus or Business Class.

4.2.3. Airline Frequent Flyer and Hotel Program Points

Travelers may retain frequent flyer and hotel program benefits. However, participation in these programs must not influence a flight or hotel selection which would result in additional cost to {Insert Name of your organization} or limit the traveler from taking into consideration other travel and lodging requirements as defined in this policy.

4.2.4. Denied Boarding Compensation

Airlines occasionally offer free tickets or cash allowances to compensate travelers for delays and inconveniences due to overbooking, flight cancellations, changes of equipment, etc. Travelers may volunteer for denied boarding compensation only if the delay in their trip will not result in any interruption or loss of business and additional cost to the organization. The traveler may retain the boarding compensation acquired from these circumstances for their personal use.

4.2.5. Overnight Delays

Should an airline delay necessitate an overnight stay, the traveler must first attempt to secure complimentary lodging from the airline. If unsuccessful, the traveler may contact {Insert Name of your organization}’s approved travel agency for assistance in locating a hotel or procure their own lodging. The lodging rate must be in accordance with the per diem-lodging section of this manual. A lodging receipt must be presented with the reimbursement expense claim.

4.2.6. Cancellations and Unused Tickets

If a trip is called off, tickets must be canceled by the person who made the booking, either online or by calling the travel agent within a day of the trip being canceled. Any refunded amounts will be reused for business purposes or refunded to {Insert Name of your organization} if the traveler was reimbursed for the ticket.

4.2.7. Lost Baggage

The ultimate responsibility for retrieving and compensating the traveler for lost baggage lies with the airlines. {Insert Name of your organization} will not reimburse travelers for personal items lost while traveling on business. To the extent practical, organization laptops are insured under corporate insurance. Personal laptops and other equipment are not insured by the {Insert Name of your organization}.

Travelers should take the following measures to minimize baggage losses:
· Carry valuables (e.g., jewelry, money, cameras, projectors, etc.) on board the aircraft.
· Do not pack a laptop or projector in checked baggage, always pack in carry-on bag. Carry important and/or confidential documents on board the aircraft.
· Clearly and securely tag luggage with name, address, email and phone number.
· Take a photo of checked bag(s) and itemize the contents of your bag, including receipts whenever possible. Keep luggage photos and the itemization in your carry-on luggage.
· Keep airline ticket, boarding passes and claim stubs in carry-on luggage.
· Retain baggage claim receipts for checked luggage.

Follow these procedures if your bag is lost on route:

· Before leaving the airport, complete a lost luggage report form with an airline representative in the baggage claim area.
· Inquire about reimbursement with the airline.

4.2.8. Lodging and Other Hotel Costs

Lodging will be booked directly for {Insert Name of your organization} events. In other cases, the traveler will be responsible for booking their own lodging and accommodation, either through the designated travel agents or may be made if a better fare can be obtained by the traveler him/herself, as is sometimes the case using the internet. As with all trips, prior approval is required if booking directly before confirmation. When selecting a hotel, the following factors should be taken into consideration:

· Properties where {Insert Name of your organization} or a member organization has a negotiated rate;
· Vicinity to the workshop venue or other place of work;
· Reasonableness of cost;
· Hotel and room comfort, including access to the internet and dining facilities;
· Safety and security.

The maximum lodging rate per night is USD150. The maximum lodging rate does not include taxes. In some instances, a hotel within the maximum lodging rate may not be available, prior approval is required from the ED if exceeding the maximum lodging rate.

4.2.9. Hotel Cancellation Procedures

When booking lodging, note the hotel’s cancellation policy. {Insert Name of your organization} encourages always booking the rate that allows for cancellations. If there is a travel delay or cancellation that will result in forfeiture, the traveler must take all reasonable steps to notify the hotel of the change. Travelers will not be reimbursed for “no-show” charges if they are at fault and must refund the {Insert Name of your organization} for such charges paid by the {Insert Name of your organization}.

4.2.10. Hotel Payment Procedures

Where the hotel is arranged directly by {Insert Name of your organization} or through the designated travel agent, this will be invoiced to {Insert Name of your organization}. For expense incurred on a credit card (personal or corporate) traveler will make an expense reimbursement with receipts. No expense will be reimbursed for hotels without a receipt.

4.2.11. Lodging in a Private Residence/Airbnb

Travelers may stay in a private residence with family or friends while traveling on business. Travelers staying with family or friends are not eligible for any lodging reimbursement. Travelers may also use Airbnb if the booking is within the lodging rate per night per person. Travelers are advised to follow all safety procedures when booking with Airbnb.
4.2.12. Travel Plans and Itinerary

All travel itineraries should be given to the Program Manager or event manager prior to departure so that travelers can be contacted in case of emergency and to ensure for their safety and security.

4.3. Meals, Incidentals, and Other Expenses

4.3.1. Travel Expenses, General

{Insert Name of your organization} will reimburse travelers for all reasonable and necessary expenses incurred while traveling on authorized business travels as approved by the ED, supported by the budget holder and in line with the policies in this manual. {Insert Name of your organization} assumes no obligation to reimburse travelers for expenses that are not in compliance with this policy or in the Terms of Reference detailing the travel expenses.

To make a claim for travel reimbursement:
· Complete and submit an expense reimbursement at the end of each trip or at least once per month if more than one trip in a month.
· Save all original receipts to submit as required with the expenses.
· Obtain authorization for payment from the appropriate manager.

4.3.2. Travel Meals and Incidentals

Meals are reimbursed by {Insert Name of your organization} according to actual costs incurred on a cost conscience basis. Meal costs include food, taxes, and tip. Meal costs should not exceed the following amounts for Breakfast $15, Lunch $25 and Dinner $35. Should the cost of a meal exceed the recommended rate, it may be approved with a note of explanation for the exception only up to a maximum limit of $100. Reimbursement may also be requested for a provided meal if the food provided or timing was insufficient to serve as a meal.

Personal incidental expenses such as business telephone calls, tips for hotel staff, or coffee/snacks are also paid by {Insert Name of your organization} if they are deemed necessary. Laundry is acceptable if the time away exceeds seven days. Receipts are required to be submitted for all meal and incidental purchases and reimbursed through the usual procedures.

For expenditures under $25, travelers must note the details of the expenditure if no receipt is obtained. All expenditures above $25 require a receipt for reimbursement.

Meals provided by {Insert Name of your organization}, another host or client, or as part of room and board are not eligible for reimbursement.

4.3.3. Other Types of Reimbursable Expenses

Travelers may be reimbursed for miscellaneous expenses, if reasonable, when substantiated with receipts. {Insert Name of your organization} will not reimburse expenses incurred for alcoholic drinks or discretionary gratuities.

Guidelines for reasonable reimbursable miscellaneous expenses:

· Air freight for business purposes
· Airline charges for one (1) checked bag for domestic travel and two (2) checked bags for international travel
· Excess baggage or excess weight for baggage used to carry business-related items. The traveler must have used the maximum number of free bags permitted on each flight or have received prior approval
· Business office expense (fax, copy services, etc.)
· Internet access for business purposes
· Parking and tolls
· Visa/Consulate fees
· Passport (when pages full due to 75% or more of {Insert Name of your organization} travel causing early expiry)
· Vaccination fees, where needed for the required country of destination.

4.3.4. Reporting Expenses

Travelers must make a reasonable effort to submit an expense reimbursement claim no later than five days after completion of each trip. If there are extenuating circumstances making it impossible to complete the claim within this time, please notify the finance unit.

All reimbursable travel expenses for staff must be submitted through the expense reporting form and receive the necessary approvals. Traveler will be reimbursed within 15 days of the date of the claim.



4.3.5. Documentation Requirements

{Insert Name of your organization}’s preference is for a receipt for reimbursement. However, if a receipt cannot be obtained, travelers can provide a note for any expenditure under $25, with reimbursement at the approver’s discretion. For all expenditure above $25 a receipt is required for reimbursement.

Receipts must include the name of the vendor, location, date and dollar amount or local currency amount and any applicable taxes.

If the amount claimed for a transaction is different than the amount of the attached receipt, a written note explaining the difference must accompany the claim.

4.3.6. Travel Advances

Advances are available to travelers prior to trips, in accordance with the policy and procedures set out in the Finance Manual. 

The advance will be held as a personal liability for the traveler. The advance must be fully accounted for and supported by original receipts or repaid within five days of the end of the business trip. If not reconciled within 10 days, one warning will be given after which the full amount will be deducted from the employee’s next paycheck.

4.3.7. Converting Foreign Currencies

Cash expenditures in foreign currencies are converted into Ethiopian Birr at the actual exchange rate. The rate shall be supported by receipts such as foreign currency exchange receipts at Ethiopian commercial banks, if the hard currency was obtained for the travel. Otherwise, the Commercial Bank of Ethiopia foreign currency buying exchange rate of the corresponding transaction date will be used.

4.3.8. Business Phone Calls While Traveling

Travelers are encouraged to make sure their personal phones work overseas in the event of an emergency. Travelers are encouraged to use WhatsApp for business calls if necessary and will be reimbursed at actual cost.


4.3.9. Personal Travel

{Insert Name of your organization} allows travelers to combine personal and business travel. All personal travel costs are the responsibility of the traveler and shall be paid directly by the traveler. Vacation/Annual leave must be recorded for time spent on personal travel by staff.

The traveler must include information on dates of personal travel when booking the trip. If the personal travel extends the trip or causes a change in routing, the traveler must request price quotes with and without the personal travel. If the cost of travel is higher because of the personal travel, the traveler must arrange for payment of that portion directly with the designated travel agent.

4.3.10. Companion Travel

For {Insert Name of your organization} event related travel, the ED must be informed of the companion traveler in advance. {Insert Name of your organization} will not reimburse travel and entertainment expenses incurred by a spouse or other individuals accompanying a traveler on business. Any resulting additional hotel fees must be paid directly by the traveler.

4.3.11. Travel Medical Services

{Insert Name of your organization} will attempt to have a group annual travel insurance policy which provides coverage for all staff, associates and Board Members during business travel. 

Coverage is not extended to family members or for private travel, including any trips taken before, during or after a {Insert Name of your organization} assignment. 

The purchase of additional insurance for personal injury or death, such as flight insurance or personal accident insurance on rental cars are options, however, their purchase is not reimbursed by {Insert Name of your organization}.

Travelers are responsible for identifying any vaccinations or medications needed for entry into the host country. {Insert Name of your organization} will reimburse for any vaccines or travel medications needed for the host country.




4.3.12. Other Travel Information

4.3.12.1. Passports and Visas

Travelers should obtain a visa in advance when traveling internationally. The expiration date of a traveler’s passport should be six months beyond the end of the planned trip. Passport costs will be reimbursed only when the passport is more than 75% full of visas from {Insert Name of your organization} travel and results in early renewal. Normal passport renewals will not be reimbursed.

4.3.12.2. Carrying Workshop Materials

[bookmark: _Hlk142953932]Sometimes travelers may be required to carry workshop materials on behalf of {Insert Name of your organization}. Personal packing should consider these additional materials, and travelers should take care to avoid having overweight luggage. Specific carry-on and checked luggage guidelines should be checked for the appropriate airline prior to travel.






















SECTION FIVE: VEHICLE POLICY

5. VEHICLE POLICY

1. {Insert Name of your organization} will have vehicles to support project activities. Project vehicles are authorized for Project related activities only.
2. Drivers are the only staff authorized to drive {Insert Name of your organization} vehicles unless authorized by the ED. Violation of this policy will result in administrative action and may result in termination of employment.
3. Personal use of project vehicles is prohibited. Vehicles shall be used to support the project's objectives and are not to be used for the personal benefit of staff. {Insert Name of your organization} policy prohibits using project vehicles for any personal purpose. In certain environments, an exception to this rule may be granted with written prior approval.
4. Exceptions to this rule may be authorized by the ED or the Donor of the vehicles under the following categories:
a) Public transportation is unsafe or unavailable
b) Medical Emergency
c) Transportation of dependent children to and from school when other transportation is unavailable or inappropriate
d) Home-to-office transportation when employees are not permitted to drive by local law or custom
5. If local circumstances support the need for limited personal "authorized use" that extends beyond standard business use as described above and will require to follow the following process:
5.1. Consult with your Admin and Logistics Officer to determine if an exception may be warranted. The Admin Director shall forward your request to the ED.
5.2. Except in the case of a medical emergency, no personal, non-business use is allowed until the ED is received. If vehicle use is required in a medical emergency, ED approval can be requested retroactively.
5.3. Only the ED may then approve personal use of vehicles providing it does not negatively affect the official needs of the vehicle.
5.4. All personal use must be documented in the vehicle log and any personal use of the vehicle must be billed monthly to the individual based on per mile/kilometer cost.
5.5. The Admin and Finance Director is responsible for ensuring adequate recordkeeping to demonstrate sufficient reimbursement to the project.



6. In no case shall a project vehicle be loaned to an outside party.
6.1. {Insert Name of your organization} is liable for accidents involving project vehicles, and discovery of any unauthorized use of a project vehicle could result in employment termination of the individual involved.
6.2. If unauthorized use of a project vehicle results in any damage (to the vehicle and/or other vehicles, persons, or property) the individual(s) involved will be fully responsible.
7. Only {Insert Name of your organization} employees and persons officially participating in Project activities are permitted to travel in a project vehicle.
8. There are time restrictions regarding the use of project vehicles. Drivers are not permitted to drive project vehicles before 6:00 AM in the morning and after 7:00PM in the afternoon, unless authorized by the ED.

5.1. Vehicle Management Responsibilities

1. The Admin and Logistics Officer is the overall manager of the project vehicles, ensuring strict adherence to vehicle policies and efficient use of vehicles consistent with approved monthly work plans.
2. The Admin and Logistics Officer is responsible for the scheduling of the vehicles.
3. All staff transport requests are made through the Admin and Logistics Officer. Staff members are expected to respect scheduled travel times and itineraries.
4. Drivers are responsible for attending to the security of the vehicle and checking that vehicles are in a roadworthy condition and compliant with all vehicle legislation (valid licenses, tax & insurance etc.,) before they are used. Routine checks of oil, fuel, battery, brake and clutch fluid and water level of the radiator should be done every day.
5. The Driver is responsible for cleaning the vehicle both inside and outside as required.
6. Drivers are responsible for maintaining vehicle logs (see next section).
7. Admin and Logistics Officer or other delegated personnel reviews logs monthly for compliance and for calculating monthly fuel consumption per vehicle.

5.2. Driving Office Vehicles

All office vehicles are equipped with a first aid kid and a vehicle tracking system. It is the responsibility of {Insert Name of your organization} driver to check the vehicle, particularly breaks, gears, tires, first aid kit, fuel etc. before travel to any place.

{Insert Name of your organization} drivers shall undergo first aid training and regularly review their first aid knowledge.   

Drivers shall maintain a reasonable and safe speed limit. Drivers shall comply with all traffic laws and rules. Compliance of traffic laws is the direct responsibility of the driver concerned. Driving under the influence of alcohol or drugs is strictly prohibited and will be subjected to severe disciplinary action.

5.3. Fuel

1. When the project vehicles need fuel at central office, the following action is required:
1.1. Drivers request a fuel purchase request from the Admin and Logistics Officer who verifies the need against the vehicle log before authorizing the request.
1.2. The Admin and Logistics Officer compute the number of kms driven since the last filling.
1.3. The Driver takes the approved order form to the Admin and Finance Director for approval of advance or Coupon.
1.4. The Driver should obtain a receipt indicating the number of litters purchased and the amount paid. Inputs of fuel should also be recorded on the vehicle log.
2. Fuel purchases during field trips:
2.1. The Driver or another staff member receives a fuel advance or coupon prior to travel.
2.2. Fuel purchases needed during trips should be made from these funds and a receipt should be obtained indicating the number of litters purchased and the amount paid.
2.3. Inputs of fuel should also be recorded on the vehicle log.
2.4. The receipt(s) and unused advance funds or coupons should be returned to the Finance department to clear the advance.

5.4. Maintenance & Cleaning
1. All {Insert Name of your organization} vehicles must be maintained regularly.
2. Drivers are responsible for checking that vehicles are in a roadworthy condition and compliant with all vehicle legislation (valid licenses, tax & insurance etc.), before they are used.
3. Routine checks of oil, fuel, battery, brake and clutch fluid and water level of the radiator should be done every day.
4. The Driver must report any maintenance or repair needs to the Admin and Logistics Officer as soon as identified. If a vehicle cannot be driven due to an accident or mechanical reasons, the Driver must consult with the Admin and Logistics Officer prior to taking any actions to arrange towing or repair of vehicle.
5. Any repairs required while in the field must be verified and authorized by the Programme or project coordinator who is in the field with the Driver.
6. [bookmark: _Hlk142999541]The Admin and Logistics Officer maintains a vehicle maintenance record for all vehicles.
7. The Driver is responsible for cleaning the vehicle both inside and outside as required.
8. Driver will be responsible for:
· Cleanliness / washing of the vehicle;
· Change of oil & filter;
· Maintain log book; and
· Timely maintenance, service and repair as and when required.

5.4.1. Vehicle Maintenance & Servicing 

The following procedures will be followed to give assurance vehicle maintenance & servicing:

1. All vehicles of {Insert Name of your organization} will be repaired/maintained and serviced in a known garage that will be selected by a committee formed by the ED. 
2. [bookmark: _Hlk143120678]When a vehicle needs a service or maintenance work, the driver raises a Vehicle Maintenance Request Form (VMR) (Annex 5) and approved by the Admin and Finance Director.
3. The VMR will be passed on to the Admin and Logistics Officer who will coordinate and follow up with the garage.   

5.4.2. Tyre Changes

1. The Admin and Logistics Officer keeps a tyre number register to record the reference numbers of the tyres on the vehicles.
2. The Admin and Logistics Officer ensures that when tyres are changed the old tyres are booked back into stock.  The tyre numbers should match those recorded in the vehicle Log book and tyre register.

5.4.3. Vehicle Breakdowns

1. If a vehicle breaks down on the road the driver is given authority, on an emergency basis, to call a mechanic (previously approved if it is in the project area or another {Insert Name of your organization} project/office area) to get the vehicle operating and then to get it back to the office. Any replaced parts (e.g., a flat or burst tyre) are brought back to the office with the vehicle and are booked in to stock.
2. The driver ensures that the mechanic signs a form giving details of the company they work for, contact details, confirmation of services given and the cost. Spare copies of these forms are kept in the vehicle ready for use.
3. Upon return to office, the driver should report about the incident and measures taken. The incident should also be noted in the log book.

5.5. Vehicle Usage, Fuel and Maintenance Log

5.5.1. Vehicle Usage Log

1. The purpose of the Vehicle Usage Log is to document and monitor appropriate use of {Insert Name of your organization} vehicles.
2. The log collects information on when, how far, why, and by whom a vehicle is used. These logs are kept in every project vehicle.
3. It is the responsibility of each Driver to keep a log of trips and mileage.
4. [bookmark: _Hlk143120723]During each day, the Driver must complete the Vehicle Usage Log (Annex 6) which documents the following information:
· Purpose of Trip
· Departure Time
· Departure Point
· Kilometer Reading Departure
· Arrival Time
· Arrival Point
· Kilometer Reading Arrival
· Litters of fuel added (if the vehicle is driven to a fueling station)
· Driver Signature
· Passenger(s) Signature
5. [bookmark: _Hlk143000176]A separate vehicle log is maintained for each vehicle for each day that the vehicle is in use. Logs are then submitted to Admin and Logistics Officer for review on a monthly basis.
6. The Admin and Finance Officer is responsible for reviewing the Daily Vehicle Logs to ensure they are consistent with fuel receipts, trip reports and other documentation.
7. Any inconsistencies identified should be immediately reported to the Admin and Logistics Officer.
8. Specifically, logs are reviewed to ensure that:
a) Vehicles have been used as assigned;
b) Fuel intake is in accordance with kilometers driven;
c) Vehicles have only been used by assigned staff; and
d) Maintenance needs are anticipated and in accordance with kilometers and locations driven.
9. Vehicle logs are then filed by vehicle in the Logistics Department files.




5.5.2. Vehicle Fuel & Maintenance Log

1. The purpose of the Vehicle Fuel and Maintenance log is to document the operating costs of a vehicle, for example - how many km/L of gas the vehicle gets and how often a vehicle receives service and/or new parts.
2. This log collects data on when and what supplies or services are purchased for a vehicle, at what cost, and from whom.
3. Instructions for Maintaining vehicle Logs:
3.1. Both logs (Vehicle Usage and Vehicle Fuel & Maintenance) are to be placed in each project vehicle and kept there at all times.
3.2. Both logs are to be kept up to date at all times. The Vehicle Usage Log is to be completed for every trip the vehicle is used for; the Vehicle Fuel and Maintenance
Log is to be completed every time fuel and other supplies are procured, and every time maintenance is performed.

3.3. Both logs are to be collected on calendar month cycles and reported with the field accounts for each month ending. In other words, on the first day of each month new log sheets should be started, and the log sheets for the month just ended collected and submitted with that month’s field accounts (e.g., October logs submitted with October field accounts). A copy should be maintained in the field office should they be needed.

5.6. Safety and Security

5.6.1. Safety Measures in Travel
While travelling for official business, staff shall carry the emergency card (provided by {Insert Name of your organization}) with all necessary contact numbers, in case of an emergency.

Staff must not travel to areas where it is restricted to travel by the Ethiopian government or by {Insert Name of your organization}.

5.6.2. Vehicle Safety and Security

1. The following vehicle safety guidelines must be followed at all times:
1.1. Seat belts must be worn by the driver and all passengers at all times.
1.2. Vehicles cannot carry more passengers than the designated seating capacity.
1.3. Drivers must drive defensively, strictly observe all traffic regulations and drive within established speed limits, adjusting speed as appropriate to the terrain and in such a way as to ensure the safety of passengers, cargo and minimize the wear to the vehicle.
1.4. Drivers should be particularly observant of pedestrians, bicycles, animals, vehicles or any other potential hazards on the road.
1.5. Under normal conditions and on a good road, the maximum speed a vehicle may travel is 100kph.
1.6. Drivers are prohibited from using their mobile phones or sending texts while operating a vehicle.
1.7. All vehicles must have first aid kits. {Insert Name of your organization} will arrange regular internal or external first aid training for its staff. 
1.8. Any Driver found guilty of careless or dangerous driving will be personally liable for any related fines and will also be subject to disciplinary action.
1.9. Helmets must be worn at all times while driving a motorcycle. Passengers must also wear a helmet.
1.10. All boat operators and passengers must wear life vests.
1.11. The Driver has the sole authority to decide whether the vehicle and/or conditions are safe for travel.
2. Drivers are responsible for attending to the security of the vehicle.
3. Vehicles should never be left unattended if there is any doubt about their security.
4. Vehicles should be parked at the office compound when not in use.
5. Vehicles should be parked in secure place for the night by the Driver and never later than 7pm under any circumstances unless authorization is given by the ED.
6. Vehicles must be locked with alarms operated.
7. When out of town, vehicles must always be parked in a secure location, particularly at night. A secure location is defined as one where the risk of vandalism to the vehicle, theft of the vehicle or any of its contents is negligible.
8. Keys for vehicles should be returned to the Logistics Officer prior to close of business for safekeeping in the office.
9. Drivers approved to pick-up vehicles outside of office hours must coordinate handling of keys with the Logistics Officer.

5.7. Driver Hours and Health

1. In the interest of passenger’s safety and driver’s health, drivers may not drive for extended periods without a break. The following time restrictions must be strictly adhered to:
1.1. The maximum time drivers may drive in any one day is 10 hours.
1.2. Drivers should take a short break, for minimum of 15 minutes, after every 3 hours.
1.3. For long drives of 6 hours +, drivers must break for lunch after a maximum of 5.5 hours.
1.4. The driver should feel free to request a break should he/she experience tiredness before the recommended rest time.
2. Drivers are responsible for ensuring that they are sufficiently fit to carry out their duties effectively and that none of their judgment, abilities or reflexes may be impaired. 

This may involve taking the following precautions:
2.1. Ensuring that they have sufficient sleep prior to undertaking a long journey
2.2. Avoidance of alcohol prior to a journey
2.3. Maintaining general good health and fitness
3. Drivers have a duty to report to the Logistics Director immediately if they feel they are unwell or unfit to drive for whatever reason.
4. Any Driver found driving under the influence of alcohol or drugs will be subject to instant dismissal.
5. Drivers are required to have eye tests on an annual basis.
6. Within the time limits indicated above, the Logistics Director must approve in advance all vehicle uses outside of office hours. This can include early pickup of vehicles in the morning and use on weekends and holidays for work purposes consistent with monthly work plan.
7. Drivers picking up vehicles for use outside of office hours must get approval from the Logistics Director.

5.8. Use of Non-Project Vehicles
1. Employees must use project vehicles for work purposes. The use of a taxi must be approved by the Logistics Director and is only permitted when project vehicles are not available.
2. Employees should use project vehicles for work purposes wherever possible. The use of a Privately-Owned Vehicle (POV) for work purposes may be authorized by the ED if:
2.1. Project transport is not available, and
2.2. The vehicle has fully comprehensive insurance cover including such cover while used for work purposes. (The Logistics Director is responsible for verifying this and maintaining evidence on file prior to approval by ED).
3. If a staff member receives authorization to use their Privately-Owned Vehicle (POV) in the implementation of Project business, {Insert Name of your organization} allows for per distance unit compensation to cover the cost of fuel.
4. Mileage Reimbursements - When Privately-Owned Vehicle (POV) is used for {Insert Name of your organization} business, {Insert Name of your organization} will reimburse the traveler at the {Insert Name of your organization} business mileage reimbursement rate in effect at the time of your travel. The mileage rate is intended to cover the incremental costs associated with using a personal automobile for business purposes.
5. {Insert Name of your organization} will reimburse employees at the approved rate provided that:
5.1. Prior authorization has been given by the ED.
5.2. A logbook (as described below) is maintained for such journeys.
6. Privately Owned Vehicle Usage Log: The purpose of this log is as follows:
6.1. To document use of a privately-owned vehicle for {Insert Name of your organization} business. The log collects information on whose vehicle was used, when, how far, and why, and a certification from the vehicle owner on its use, which is required for {Insert Name of your organization} accountability.
6.2. To provide a simple format for which an employee may log use of their vehicle and ensure that they have provided all necessary information required to claim usage compensation.
6.3. Instructions for use of this log:
6.3.1. The log is to be completed for each event (i.e., trip) that the POV was used during implementation of {Insert Name of your organization} business.
6.3.2. The log is to be signed by the individual and submitted with an expense report claim for compensation.

5.9. Reporting Accident

All accidents at work (or while travelling on official duty) must be reported the Admin and Logistics Officer and the HR Manager. In case of an accident with an office vehicle, the reporting guidelines for traffic accidents shall be applicable.
 
If any staff member is unable to work following an accident, this should be reported the HR Manager.

With regard to reporting accident, the following must be strictly adhered to:
1. All accidents must be reported immediately to the police by the Driver and then the Admin & Logistics Officer.
2. The Driver should:
2.1. Obtain contact details of any other parties involved in the accident or witnesses to the accident.
2.2. Not move the vehicle, if at all possible, until after reporting to the police.
2.3. Take steps to protect the vehicle and any luggage from damage or theft, by moving to the nearest secure location before leaving it unattended.
3. Any traffic offence for which the driver is booked by the police should be reported to the Admin and Logistics Officer.
4. Drivers not reporting accidents, traffic offences or other incidents are subject to disciplinary action.


Annexes:

Annex 1: Staff Acknowledgement of Receipt of Travel Policy Manual
Annex 2: Travel Advance Request Form
Annex 3: Travel Expense Report Form
Annex 4: Travel Report
Annex 5: Vehicle Maintenance Request Form (VMR)
Annex 6: Vehicle Usage Log
Annex 7: Travel-Vacation Combinations
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Annex 1: Staff Acknowledgement of Receipt of Travel Policy Manual

	Staff Acknowledgement of Receipt of Travel Policy Manual

	
Acknowledgment of receipt of the Travel Policy manual by staff

I acknowledge that I have received a copy of the {Insert Name of your organization} Travel policies and procedures manual. I understand that I am responsible for reading and abiding by all policies and procedures in this manual, as well as all other policies and procedures of the organization.  

I also understand that the purpose of this manual is to inform me of the organization’s policies and procedures, and that it is not a contract of employment. Nothing in this manual provides any entitlement to me or to any organization’s employee, nor is it intended to create contractual obligations of any kind. I understand that the organization has the right to change any provision of this manual at any time and that I will be bound by any such changes.



__________________________________		_______________
Signature						Date

__________________________________
Full Name (please print)

Please sign and date one copy of this acknowledgement and return it to Human Resources. Retain a second copy for your reference.













Annex 2: Travel Advance Request FormLOGO



	{Insert Name of your organization} 
Travel Advance Request Form
	

	In order to get air ticket or vehicle transport service for any trip (both in town or field trip), this form MUST be filled out and completed by the requester (traveler, supported by supervisor and authorized by operation manager.

	1. Traveler/s 
	
	

	Number of Staff Travelled
	

	Staff Requesting Travel
	Name:
	Position:

	
	Name:
	Position:

	
	Name:
	Position:

	2. Travel Details

	Travel Objective
	1.
2.

	Mode of Transportation
	

	Persons/Stakeholders to be contacted

	

	Place
	DURATION OF THE TRIP
	Total No days. (Field trip) 

	
	Date
	Time
	

	
	From
	To
	From
	To
	

	
	
	
	
	
	

	Total
	

	3. Approval

	Date of Report: _______________________

	Requested by (Traveler/s Name/s)
	

	1. ________________________
	Signature: _________________

	2._________________________
	Signature: _________________

	3._________________________
	Signature: _________________

	Reviewed By
	
	Signature:
	

	Review Date 
	

	Approved By
	
	Signature:
	

	Approval Date
	



Annex 3: Travel Expense Report FormLOGO


	{Insert Name of your organization} 
Travel Expense Report Form

	
	Traveler’s Name: 
	
	

	
	Department:
	
	

	
	Purpose of Travel:
	
	

	
	Source of Fund (Donor):
	
	
	
	

	
	Activities Code
	
	

	Per Diem

	Departure
	Arrival/Stayed at
	

No. of Days
	
Daily
Per diem (Birr)
	
	
Lodging (35%)
	


Total (Birr)

	Place
	Date
	Time
	Place
	Date
	Time
	
	
	Bkfast 10%
	Lunch 20%
	Dinner 25%
	Incidental 10%
	
	

	
	
	
	
	
	
	
	
	0
	0
	0
	0
	0
	0

	
	
	
	
	
	
	
	
	0
	0
	0
	0
	0
	0

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	TOTAL 1
	0

	Departure time refers to departure from base (home, office, hotel). Arrival time refers to time landed/arrived at destination
	

	EXPENSES OTHER THAN PER DIEM 
	Total (Birr)

	Date
	Place
	Purpose of Expenses
	

	
	
	
	

	
	
	
	

	
	
	TOTAL 2
	0

	
	
	
	

	Please attach receipts, tickets and other supporting document  
	GRAND TOTAL
	0

	
	                                    (1+2)
	

	Requested by
	
	

	
	                                                       ADVANCE RECEIVED
	0

	Name
	
	                                  
	

	Signature
	
	            AMOUNT OWED TO ME/EE
	0

	Date
	
	                                  
	

	Review & Authorized By (Department’s Manager, or Other relevant)
	Review & Authorized by (Department’s (Manager, or other relevant)
	Documentation & calculations: (Finance Officer)
	Payment Approved By:

	
	
	Checked By:
	(Finance Director)

	Name:
	
	
	Name:
	
	Name:
	

	Signature:
	
	
	Signature:
	
	Signature:
	

	Date:
	
	
	Date:
	
	Date:
	

	*Activity Code, and Sub Activity Line from Plan of Action
	
	


















Annex 4: Travel Report FormLOGO


	{Insert Name of your organization} 
Travel Report Form

	1. Traveler/s 
	
	

	Number of Staff Travelled
	

	Staff Travelled
	Name:
	Position:

	
	Name:
	Position:

	
	Name:
	Position:

	2. Travel Details

	Date of Travel
	From______________________ to ________________________

	Place of Travel (indicate all sites visited)
	
	

	Travel Objectives
	
	

	Mode of Transportation 
	
	

	Travel Activities
	
	

	Travel Objectives Fulfilled
	
	

	Persons /Stakeholders Contacted
	
	

	Any unwanted events/circumstances (give sufficient detail including dates)
	
	

	3. Signatures

	Date of Report: _________________ 
	

	Traveler/s Name/s
	
	

	
	
	

	1. ________________________
	Signature: ____________
	

	2._________________________
	Signature: ____________
	

	3._________________________
	Signature: ____________
	

	
	
	

	Reviewed by
	

	Date report received
	

	Approved by
	




Annex 5: Vehicle Maintenance and Repair Request FormLOGO


	
	
	

	{Insert Name of your organization}

	Vehicle Maintenance and Repair Request Form

	(for external jobs)

	Date: _____________________
	

	Plate No: __________________
	

	Section/project/programme: ____________________________

	Maintenance order type
	

	Electrical _______Mechanical __________Body ____________ Heavy maintenance ___________ Service _____________

	
	
	

	Description (Type of work)

	S/N
	Description
	Remark (technical)

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	 
	 
	 

	
	
	

	Budget code:  _______________
	

	Requested by: _______________
	 Sign. _________________

	Approved by: _____________
	 Sign. _________________

	
	
	

	Mechanics Comment: _________________________________________________________________

	 
	 
	 







Annex 6: Vehicle Log BookLOGO


{Insert Name of your organization}

Vehicle Log Book

	
Purpose (office / private / others)
	Place/destination
Place/destination
	Kilometer reading
	
Total k/m used
	
Fuel used (lit)
	Cash /coupon amount

	
	From
	To
	In
	Out
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

























Annex 7: Travel-Vacation-CombinationLOGO


{Insert Name of your organization}

Travel – Vacation Combinations

Name				 _________________________________________________ 
Dates/ Purpose of Travel	 _________________________________________________   
 _________________________________________________
 _________________________________________________
Dates of Vacation		 _________________________________________________
Justification of Expenses	 _________________________________________________
 _________________________________________________
 _________________________________________________
 _________________________________________________
  _________________________________________________
 _________________________________________________

Approved:			 _____________________________Date: _______________
                                                 Executive Director



















Annex 8: Travel AuthorizationLOGO


{Insert name of your organization here}
Address___________________________________
 								   
  Date _________________ 

Travel Authorization

Name:    _____________________________ Position: 	________________		
Place of Travel: from	______      to __________________
Purpose of Travel: _________________________________________________________
	__________________________________________________________________
A. Travel days (From ________ to ______) total no. of days   	____________	
      			Perdiem 	____________	
   			Lodging		___		
B. Transport				
C. Other travel expense				
Requested By: 		__			
Checked By:  _______________________________
Authorized By: 					 



DISTRIBUTION
Original – Accounts 

Annex 9: Air Ticket BookingLOGO



{Insert name of your organization here}
Address___________________________________
      								 Date ________________ 

Air Ticket Booking

Name:    ______________________________ Position: 				
Purpose of Travel:  _______________________________________________________
Place of Travel: from	                                                          to _____________________
Travel days:   from	                                                         to ______________________
Type of Booking: /Put an X mark/ 	Round Trip     	      Single Trip 
Source of Fund _________________ Project _______________ Field Office ____________
________________         	 ________________        		 ________________           
    Requested by                  Checked by supervisor / Department Head       Approved by 
 
DISTRIBUTION
Original – Accounts 


















Annex 10: Vehicle Booking CardLOGO


 {Insert name of your organization here}
Address__________________________________
Date: ____________
Vehicle Booking Card
                                                                                        

Name of Requestor: ____________________________Position: ___________________
Place of Travel: __________________________________________________________
Purpose of Trip: __________________________________________________________
_______________________________________________________________________
Departure Date: ____________Departure time: ____________ Number of days: ______
From: ______________ to_______________ Schedule date of return: ______________
Type of car requested: ____________________________________________________
Source of Fund ________________ Project ______________ Field Office ___________
________________         		 ________________        	 ________________           
    Requested by                  Checked by supervisor / Department Head       Approved by 


DISTRIBUTION
Original – Accounts 


N.B Copy to Human Resource Office

Annex 11: Log Book for Use of Privately –Owned Vehicles on Official BusinessLOGO


{Insert name of your organization here}
Address__________________________________

Log Book for Use of Privately –Owned Vehicles on Official Business

	Date

	Time of Departure
	Locality
	Kms
Covered
	Reason for Trip
	Signature of

	
	
	From
	To
	
	
	Driver
	Checking officer

	
	
	
	
	
	
	
	








Annex 12: Log Book CertificateLOGO


{Insert name of your organization here}
Address__________________________________


Log Book Certificate

I Certify that, with the exception of trips marked (a) all the journeys recorded above have been on official business. Trips marked (a) were for my /his ____________________ personal travel between house and office or for my /his attendance at functions or receptions in, or because of my/ his official capacity. Payment in respect of these trips at the approved rate of ____________________ a km was duly effected on the _________________.



Signature ___________________     	 Date ___________________


Name in Block Letters__________________________________
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