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ISTC Travel Regulations

1. Scope

These ISTC Travel Regulations apply to all travel expenses paid by the ISTC.

2.
Funds Management

2.1 Travels from Administrative Operating Budget (АОB)

The Executive Committee will approve the AOB travel budget limit for the ED and DED Departments prior to each calendar quarter.  DEDs will then approve the travel plans for their staff within the defined limits.  Travels exceeding DED budget limits must be approved by the Executive Director.  DED travels will be approved by the Executive Director.
Remaining travel fund usage, including provisions for unplanned travel, shall remain within the Executive Director’s authority, following requests from the Deputy Executive Directors.

2.2  Travel from Supplemental Budgets

Program and Allotment Managers for travel paid from Supplemental Budgets shall be appointed by the Executive Director.

2.3  Travel from Project Budgets

The Senior Project Manager or Partner Project Manager in charge of a project is the Allotment Manager for the travel budget under a Project Agreement.

2.4
Budget Control
The Chief Financial Officer is the Budget Controller for all Center funded travels, and will exercise budget control according to the ISTC Travel Regulations.

3.  General Regulations

3.1  Centralized Travel Support

Centralized support of planning and organization of business trips will be provided by the Travel Group (TG), within the Administrative Office of the ISTC Operations Department.

TG will ensure purchase of tickets (air and train) upon request where such expenses are listed in the expense category attributed to direct funding by the Center.

TG will provide the following services to the ISTC personnel, representatives of the ISTC Parties, and members of delegations when accompanied by Secretariat staff members:

· Hotel reservation

· Health insurance for the period of travel (in case of non-CIS travel)

· Support in obtaining entry visas in compliance with timeframes defined by respective Embassies (visa support shall be limited to providing the required forms and delivery of documents to/from Embassies)

· Local transportation at remote destinations (car rental, airport transfer, etc.) at the discretion of DED Operations

These services may  be exceptionally provided to ISTC Project and Program participants as authorized by DED Operations. 

3.2 Travel Plans and Travel Requests

Travel plans and/or travel requests for ISTC staff members will be approved each quarter by the DEDs within the budget limits approved by the Executive Committee.  Travel planning by the DEDs is based on financial estimates using the following information:

· Date and duration of travel;

· Destination(s);

· Mode of Transportation 

A Travel Voucher shall be completed by the Traveler prior to the commitment of funds and actual travel. A Voucher for an unplanned travel shall be submitted to the appropriate Allotment Manager for approval.  The Allotment Manager shall ensure the availability of funds through the Finance Office (or through the use of SCALA reporting tools) prior to approving the Travel Voucher.

The Traveler completes only the unshaded fields of the Travel Voucher.  Any service requests addressed to the Travel Group should be marked in the corresponding fields either in simple (YES/NO) form or with explicit details (preferable accommodation, fixed flight numbers, etc.).

The approved original Travel Voucher must be forwarded to the Finance Office. When any travel items require service from TG, the Travel Group Manager shall provide an additional check mark on the original voucher.  Copy of the voucher with the Finance Office budget control check mark should be forwarded to the TG Manager no later than 10 working days prior to the scheduled date of departure.

The Travel Group executes the travel orders and  payments in compliance with the approved voucher. If the actual cost exceeds the total estimated cost by more than 10%, the TG Manager must obtain an additional approval from the appropriate Allotment Manager. 

3.3 Process Flow and Deadlines

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

· ISTC staff: within 3 working days

· Program or Project participant: within 5 working days (for travel outside of CIS)

Advance payment for ISTC Program and Project participants traveling outside the CIS (bypassing Moscow) shall be accomplished by electronic transfer to the traveler bank accounts upon their preliminary requests in compliance with the approved travel vouchers, and not earlier than 15 working days prior to the scheduled date of departure, with appropriate visas in the travelers’ passports available. 

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

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

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

All travelers are required to submit to the Finance Office a report on travel expenses, to include original receipts (air / train tickets; hotel invoices; proof of payment; etc.) and a “Technical Trip Report” approved by the appropriate Allotment Manager.  ISTC staff will submit this within 5 calendars days following scheduled trip completion;  ISTC Program or Project participants, within 10 calendar days.  

Additional approval is required by the Allotment Manager in case of:

· Extension of travel;

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

· Non-compliance with the ISTC lodging expense limits (Appendix A);

· Inclusion of extra-budgetary expenses.

4. Authorities, Exceptions, and Limitations
Travel requests forwarded to the Financial Office and Travel Group from 3 to 10 working days prior to the scheduled departure date will be processed only upon approval of DED Operations.  In such cases, Travel Group services may be limited to the purchase of tickets and hotel reservation. 

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

The ISTC does not guarantee and is in no way obligated to support or reimburse travel without an approved Travel Voucher. 

The Travel Group shall not be responsible for the following arrangements:

· Tickets for projects/programs participants for routes bypassing Moscow;

· Project participant travels within Russia and CIS;

· Hotel reservations in closed cities (to be arranged by the host institution);

· Local transportation in Moscow.

5.
Travel Cost Reimbursement Policies

5.1
Principle of economy
Travel arrangements shall be made with the most economical use of funds available to meet the travel objective. The TG will try to obtain economy class or APEX air tickets; first class train tickets are ISTC standard.

The TG will try to optimize accommodation costs considering location priorities and recognized business standards, avoiding expenses beyond established ISTC rates.  The TG will attempt to negotiate discounted and volume rates with major hotel chains, and negotiate agreements with frequently used hotels (especially in Moscow). Agreements with hotels in the CIS should take advantage of the ISTC tax-free status, whenever possible.

Any special requests – such as purchase of  business class air tickets, car rentals, and reservation at hotels exceeding ISTC maximum lodging rates – must be approved by the appropriate DED within the limits of the approved quarterly travel budget.  The Executive Director must approve any travel expenses above these limits.

Travel should maximize cost and performance efficiency (airline Saturday rule discounts, combined visits to distant locations, etc.) while minimizing travel time.  ISTC will not compensate travelers for differences between actual lodging expenses and ISTC maximum rates (Appendix A).

5.2
Structure of Advance Payments

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

· Long distance travel; 

· Per diem (lodging and meals);

· Local travel;

· Communication;

· Registration or visa fee;

· Health insurance;

· Other (to be decided by DED Operations)

Advance payment amounts are calculated as follows:

· ISTC staff members: 100% of estimated expenses

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

6.  Financial Reconciliation

6.1  General Statements
All Travelers must submit to the Finance Office the following documents following return from ISTC paid travel:

· Original transport tickets

· Receipts for expenses (lodging, local transportation, telecommunication services, etc.)

· Receipts confirming other business related costs (registration fee, visa, health insurance, etc.)

· Approved “Technical Trip Report.”

When advance payment exceeds approved expenses, Travelers must reimburse the ISTC within 3 working days after providing the items shown in 6.1.

6.2  Calculation of Travel Days

For long distance travel engagements, the day of departure and the day of arrival will be considered as two travel days, eligible for reimbursement if the departure time is prior to 15:00 and the arrival time is after 15:00. Otherwise, the day of departure and the day of arrival will be considered as one travel day. The arrival and departure date and time are registered as indicated on the transport tickets.

6.3  Calculation of Daily Travel Expenses

Long distance travel Per Diem (lodging and meal) expenses will be reimbursed subject to the limits identified in Attachment A. 

Local travel engagements for Moscow residents within Moscow region will be reimbursed at a reduced Per Diem rate of 50% from the values specified in Appendix A.

For events where meals (breakfast, lunch, and dinner) are included into the registration fee paid by a traveler, this part of the Per Diem for the period of the event will not be reimbursed. 

For stays in the same location in excess of 45 days, the applicable Per Diem rate (lodging plus meals) will be reduced to 65% starting from the 46th day.

6.4
Use of Personal Vehicles
Use of personal vehicles for travel to the business trip destination outside Moscow are allowed upon prior authorization by the Allotment Manager.  The personal vehicle must have collision and liability insurance, as the ISTC disclaims any liability associated with the utilization of personal vehicles for business travel. ISTC will reimburse gasoline (maximum 0.2 liter / kilometer), parking, and toll road expenses with valid receipts.
6.5
Other Travel Expenses
Other daily travel expenses such as accommodation with no confirming documents, meals, undocumented phone calls, laundry, private services, etc., are not reimbursed by the Center and are taken into account in the Per Diem (Attachment А).
7.  Special Provisions 

Travels within the CIS from ISTC project funds will be in accordance with the internal operating procedures of the Traveler CIS institution. Reimbursement from the Center will be via quarterly progress payment.

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

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